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Table 2.3 (Cont'd) UtiUzatlon of Departmen^l Iristructtonal Area by Rooms 



a. C H Weekly 

b. C II Atternatlng 

c. C 3 Variable 



Check Applicable Program Schedule 
2. 



a. C 3 Semester Schedule Change . 

b. C 3 No Semester Schedule Change 



WEEKLY OR SCHEDULE B 
9 



Room 
«No. or 
Name 



Day 

of the 
* 

Week 



I B 



LS C 



TOTALS 



Mon. 



Morning 
7:00 a.m,-l2:00N 



NSl. of 
Hrs.Used 



Tues. 



"SeiT 



Thurs. 



TFT7 



Sat. 



2 a 



l5~c" 



TOTALS 



3 B 



Be" 



Mon. 



Tues. 



■\?id7 



Thurs 



TFTT 



Sat. 



Mon. 



Tues. 



TOT 



Thurs. 



TFTT 



Sat. 



No. of 
Stud. Hrs. 



No. of 
Hrs. Used 



TOTALS 



4 B 



ERJGtals 



Mon. 



Tues, 



ISedT 



Thurs. 



TrTT 
Sat. 



10 



Afternoon • 
l2;00N-6;tf0 p.m. 



No. of 
Stud. Hrs. 



Evening 
6:00 p^m,-l I :00 P«m 



Hrs. Used 



No, of 
Stud. Hrs, 





6 


~ 7 




8 


" '9"^" ^ 


' ID- 




Room 1 


Day 


Morn I ng 


Afternoon 


Evening 




«No« or 


>f the 


^ 7:00 a.mUl2:00N 


i2;00N-6 


sOO p.m. . 


D • uu p .ni." 


.14 ♦no h m. 
11. \j • »»» • 




Name 


Week 


t^. of 
Hrs.U^od 


No. of 
Stud. Hrs. 


No. Of 

hlrs. A^sed 


No. of 
stud. Hrs. 


NO. ,Ot 

lirs. useo 


no . OT 
o 1 uu « n 1 2> 












, . ^ . 




_ 


- - . , 










































Wed. 


















Thurs. 


















PrL 
















LS C 


Sat. 
















TOTALS 




■ ♦ 














2 B 


Mon* 
















Tues. 


















Wed* 




^ 














Thurs. 


































L§ C 


Sat. 
















TOTALS 


















3 3 ' 


Mon. 


















Tues. 
















Wed. 


















Thurs. 


















Ffl. 




m 












LS C 


Sat. 
















TOTALS 










' ' " ' ' ' ' ' 








4 B 


Mdn . 
















Tues. 


















Wed. 


















Thurs ♦ 


















Frt. 
















l5 t ■ 


Sat. 
















TOTALS 


















5 B 


Mon. 


* 














Tues. 


















Wed. . 


















Thurs. 


















Frf . 


















Sat. 
















TOTALS 




















♦ 




V 


32 




o 






15 . 





M I boo Number 



Table 2%3*(Ccnt'd) Utilization of Departmental Instructional Area by Room 



Check AppI I cable Pro'gram Schedule 



I. a. C D Weekly 
' b. C H Alternating 
* c. C 3 Variable 



2i a. C 3 Semester Schedule Change 

b. C 3 Mo Semester Schedule Change 



n 



12 



13 



WEEKLY OR SCHEDUie A 
14 



15 



Room 
No. or 
Name 



6A 



LS C 



TOTALS 



7A 



LSIT 



TOTALS 



8A 



LSi^ 



TOTALS 



$A 



T5c 



ERIC 



TOTALS 



1 tOA 



Day 
of the 
Week' 



Mon. 



Tues. 



■ffidT 



Thurs 



TrVT 



SatT 



Mon. 



Tues. 



thurs 



FrTT 



Sat. 



Mon • 



Tues. 



T?ed7 



Thurs. 



TrT 



Tat. 



Mon 



Tues. 



Wd7 



Thurs 
TrH 



"SaTT 



Mon. 



Morning 
7:00 a.m.-l2:00N 



No. of 
Hri.Used 



No. of 
Stud. Hrs. 



Mummiiiimim^ iiiMttfiiiiililiiiiii 



A^|ternoon 
I2;OON-6;00 p.m. 



No. of 
Hrs. Used 



No. of 
Stud. Hrs. 



Evening 
6;00 p.m." 1 1 !(So p.m. 



p p.! 
Hrs.>Used 



No 



No; of 
Stud. Hrs. 



n 

Room 
No. or 
Name 



6A 



TOTALS 



7A 



TSIT 



TOTALS 




8A 



12 
Day 
of the 
Wdek 



Mon i 



Tues. 



vfedT 



Thurs 



i3 

Morning 
7:00 a.m.~l2;00N 



No. of 
Hrs.Used 



rrvr 



"SatT 



Mon. 



Tues. 



^urs 



TrTT 
"SatT 



Mon . 



I5~C 



TTTT 



TOTALS 



IDA 



TOTALS 



Tuas. 



Thiirs. 



Frl, 



Sat^ 



Hoh 



TU9S. 



TOT 



jhurs 
TFTT 



^aTT 



Mon. 



Tues . 



TOT 



thurs 



"SoTT 



No. of 
S+ud. Hrs. 



14 



Afternoon 



t2;00N"6;6O p.m. 



No. of 
Hrs. Used 



No. of 
Stud. Hrs. 



15 

Evening 
6;00 p^m.*-! 1 :6o p>fn* 



No. oJ^ , 
Stud. Hrs. 



ERIC 



16 



35 



MIsoe Number 



Table 2.3 (Cont'd) Utilization of Oopartmentar instructional Area by Room 



Check AppI I cable Program Schedule 



a. C H Weekly 

b. C 11 Alternating 

c. C !l Variable 



2. a. C 3 Semester Schedule Change 
b. C D No Semester Schedule Change 



Room 
No. or 
hteme 



6B 



L3 G 



TOTALS 



7B 



n 



18 



WEEKLY OR SCHEDULE B 
19 



20 



LS C 



TOTALS 



8B 



TXg' 



TOTALS 



98 



LSC 



TALS 



ERLC 

-"^^■08 



Day 
of the 
Week. 



No., of 
^^5.Used 



Mon. 



Tues. 



Wed. 



Thurs. 



Frl. 



f'bn . 



Wed. 



Th urs . 



frl. 



Sat. 



Mon. 



Tuej 



W,2d. 



Thurs. 



Frl. 



Sat. 



Man. 



TdQS/. 



Wed. 



Thurs. 



Frl. 



Morning 
7:00 a.m.-l2:00N 



.■■.t,^.>.-;,.«^^..^i.m. 



No. of 
stud. Hrs. 



^ Afternoon 
l2;00N-6:00 p>m> 



No. of 
Hrs. Used 



No. of 
Stud. Hr^. 



Evening 
6:00 p.m.-l i ;00 p.m. 



No. of 
Hrs. Used 



No# of 
Stud. Hrs, 



16' 



17 



18 



WEEKLY OR SC5HEDULE B 
19 



20 



Room 
No* or 

Name 


Day 
of the 

Week 


Morning 
7:00 a.m.-l?:OON 


Afternoon 
l2:00N-6:00 p.m. 


Eveni ng 
6:00 p.m.-l 1:00 p.m. 


"740. of 
Hrs.U^ed 


No. of 
Stud. Hrs. 


No. bf 
Hrs. Used 


No. of 
Stud. Hrs. 


No. of 

Hrs. Used 


No. of 
Stud. Mrs. 


6B 


Mon. 














-Tues. 














Wed. 














Thurs. 














Fri . 














LS C 


Sa-f. 














TOTALS 
















7B . 


N'lOn . 












It- . . 

1 t 





...■•T'Jr*S.«:t 
Wed. 
















ThUf*s. 














FrI. 














LS C 


Sat. 














TOTALS 
















8B ,„ 


Mon. 














lues. 














Wed. 














Thurs. 














FrI. 






* 








LS C 


, Sat. 














TOTALS 
















9B 


Mon. 














Tii*es._^ 














Wed. ^ 


r 












' Thurs. 


h 












Frl. 


1 ~ 










1 


LS C 


Sa+. 


r — - 












TOTALS, 




— 












lOB 

0 






























...wedt 












































Sat. . 














Tarns 




Q 













ERIC 



3e 

17 



Mlsoa 'Nuiinber 



Table 3,3 (Cont'd) Utilization of Departmental Instructional Area by Room 



Check AppI Icable Program Schedule 



a#^C 1 Weekly 

b. C H Alternating 

c. C 3 Variable 



2. a. . C n Semester Schedule Change 
b. C H No Semester Schedule Change 



21 



22 



Room 



23 



WEEKLY OR SCHEDULE A 
24 



25 



Day 



Morn t ng 



V 

ilA 



LSC 



TOTALS 



I2A 



LS C 



TOTALS 



I3A 



TOTALS 



i4A 



(jT'TALS 

ERIC= 



No. orj ot the 7:00 a.m.-l2:00N 
Name 



Week 



No. of 
Hrs.Used 



Mon. 

tues. 



Wed. 



Thurs. 
TFTT 



Sat. 



Mon. 



Tues. 
HedT 



thurs. 



FrI. 



Sat. 



Mon. 
tues . 



Thurs. 



frl. 



Sat. 



Mon. 



Tues. 



Wed. 



Thurs. 
FrI. 



Sat. 



Mon. 



Tufs. 



No. of 
Stud. Hrs, 



Afternoon 



l2;00N-6:00 p.m. 



No. of 
Hrs. Us6d 



No. of 
Stud. HrSi 



. Evening 
6:00 p.m.yi I ;00 p.m 



No. of 
Hrs. Used 



No* of 
Stud; Hrs# 



21 


22 


23 


24 


25 


Rcxxn 


Day Morning 


Afternoon 


Evening 




of iho^ ' , 7j00 a.m.-l2:00N 


I2:OON-6:00 p.m. 


6:00 D.m. 


-H :00 s.fn. 




No. of 


No. of 


No. of 


j No. of 


No. of 


No. of 




Week Hrs.Used 


Stud. Hrs. 


Hrs. Used 


Stud. Hrs. 


Hrs. Used 

III w. W^rfOw 


Stud. Hrs. 




• 

Mon • 












1 lA' 


Tues. 




u — 








Wed. 














Thurs. 














Frl. 












LS C 


Sat. 












totals' 
















Mon. 












I2A 


Tues. 














Wed, ^ 




. - - - - 
























Frl. 













LS C 


Sat. 












TOTALS 
















{ von. 














Tues. 














Wed. 














Thurs.. 














FrJ. 












LS C 


Sat. 












TOTALS 
















Mon* 












Inn 


Tues. 






1 1 * 1 








Wed. 














Thurs. 














Frl. 












LS C 


Sat. 












TOTALS 














* 


Mpn. 






- 








Tues. 














Wed. 














thurs. 














f^n. 












LS C 


. Sat 












TOTALS 















18 



39 



MIsbo i J umber 



. TaMv^ 2*^^ Uv^f/f. ^%3) UtI I f;:ati'ori or D©partnieiiial Instruct tonal Area by Room 



Chaek AppI Jcable' Program ScH^dufe 



* • 



C 1 Weekly 
C 3 Alternattng 
' C ] Variable 



a. C 3 Semester Schedule Ghangfe 

b. C 3 No Semester Schedule Change 



27 



8 



WEEKLY OR SCHEDULE B 
29 



Room 
No» or 
Name 



Day 
of th^ 
Week 



Morning 
TtQO a.m.-I2:00N 



No. of 
Hrs^Used 



No. of 
Stud. Hrs. 



Afternoon 
12:00N-6:00 p.m^ 



No. of 
Hrs. Used 



No. of 
Stud. Hrs. 



Evening 
6;0Q p.m.*-l t ;00 p.m 



No. of 
Hrs^ Used 



No. of 
Stud. Hrs* 



* 3 



Mon. 



tues* 



Wed* 



Taurs 
TFVr 



Sat. 



TOTALS 
I2B 



Mort . 



_Tues.^ 
Wed. 



Thurs 



Fri r 



LS C I Sat. 



TOTALS 



I3B 



Mon» 



Wed. 



Thurs. 



LS G 



Sat. 



TOTALS 



t4B 



Mon. 



Tijggt 
Wed. 



Thurs- 



frt. 
latT 



11. 



WEEKLY OR SCHEDULE^ B 



Room 
No* or 
Name" 


Day 
of the 
Week 


Morning 
7:00 a.m.-t2:00N 


Afternoon 
* r2:OON-6:00 p.m. 


Evening 
6:00 p.m.-l 1 :00 p.m. 


No. of 

Hrs. Used 


No. of 
Stud. Hrs» 


Nft- nf 


Stud - Mrs - 


Nn nf 
n f c> . woou 


Vi\J . V 1 

^ttiH Mrc 
1 uu . rii d . 


IIB 


Mon. 














Tues» 














Wed. 






























t Fri. 
















bar* 














f 

TOTALS 






° 










I2B 
















Tues/ 




' - - 
























Thurs^ 












































TOTALS 


















^ton. 














Tues. 








1 






Wed* 














Thurs. 
















— : 


1 1 








Lb L 


Sat. 




^ ^ 










TOTALS * 








1 








149 

; 

4 


Mon . 














T»»3. 














Wod. 














Thurs* 














Frf . 










r*i «Liu .L . A I.I .1 . 




lit*' 














. I ij III . .1 


, ♦ j 




- - 


- - - 










f 


Mon. 
















Tues» 














■ ^ - 


Wed. 














s 


Thurs. 
















I^rl. 














IS c 


Sat. 































40 * 

19 



ERIC 



MIsoe NuiDber 



41 



Table 2.3 UtlUzatlon of Depor+mentat Instructional Area By Room 



Check Appllcabto Program Schedule 



I. a. C 3 Weekly 

b. C 3 Alternating 

c. C 3 Variable 



2. a. C 3 Semester Schedule Change 
b. C 3 No Semester Schedule Change 



31 



32 



33 



WEEKLY OR SCHEDULE A 
34 



35 



Room 
No. or 
Name 



Day 

of the 
Week 



Morning 
7; 00 a.m.-l2;00N 



No. of 

Hrs.Used 



No. of 
Stud. Hrs. 



Afternoon 
I2;OON-6;00 p.m. 



No. of 
Hrs. Used 



No. of 
Stud. Hrs. 



Evening 
6;00 P.M.-I I ;00 p.m. 



No. of 
Hrs. Used 



No. "of" 
Stud. Hrs. 



I6A 



LS C 



Mon. 



Tue&« 



Wed. 



Thurs. 



Frl. 



Sat. 



TOTALS 



17A 



Mon. 



Tues . 



Wed. 



Thurs. 



Frl. 



Tsc" 



TOTALS 



ISA 



Sat. 



Mon. 



Tues. 



TtedT 



Thurs 



TfTT 



tSTT 



Sat. 




ERIC 



urs 



Th 

rkr 



Mttiil^ttiiiittiliiii 



b. Z l Alternating 

c. Z 1 Vartabte 




ERIC 



43 



M[k>e Number 



^.iMe 2.3 \Conr dVUtf cat .on of Departmenlal ln?struc1 lonat Area by Room 

Check Appllcaboe Program Schedule 



V 

a. 



t 3 Weekly 

I 3 Alternattng 

C 3 Variable 



2. a, C 3 Semester Schedule Change 
b, C 3 No Semester Schedule Change' 



WEEkLY OR SCHEDULE B 



^fi VJ 38 39 


40 


>Roo»n 
Nc.or 
Name 


Day 
of me 


Morning 
7:00 a.m.-l2:00N 


Afternoon 
l2:00N-6:00 p.m. 


Evening ^ 
6:00 p.m.-l 1 tOO p.m. 


Week 


No. of 
Hrs.Used 


No. of 
Stud. Hrs 


No. of 

HrsWJsed 


No. of 
Siud. Hrs. 


No. of 
Hrs. Used 


No* of 
Stud. Hrs. 


168. 


Mon . 












■A . 


Tues. 














Wed* 














Thurs* 














Fr! • 














LS C . . 


Sat.. 














TOTALS , 
















I7B 


Mon. 














Tues. 














Wed. 














Thurs# 














FrI . 














LS C 


Sat. 














TOTALS 








1 








tea 


Mon * 














Tues. 














Wed. 














Thur^. 














Frt. 














LS c 


Sat. 














TOTALS 
















193 


Moru 














Tues . 














Wed. 














Thurs. 














Frt, 














l5 t ' 


Sat* 














' TOTALS 


















Mon. 














Y 20B 

















36 




r 

38 


39 


40 




Room 


Day 1 


Morn Ing 


Afternoon 


Evening 


No .or 


of the,' 


7:00 a.m.-l2:00N 


I2:OON-6:00 p»m. 


6;00 p#m« 


-1 1 :00 p.m* 


- 




No. of 


No. of 


No. of 


No. of , r 


* No. of 


No. ot 


Name 


Week 


IHrs.Used 


Stud. Hrs 


Hrs. Used 


Stud .-Mrs. 


Hrs. Used 


Stud. Hrs. 


I6B 


Mon. 


- ^ 














lues. 
















- Wed. 












_ : . _ 




Thurs. 
















Frj . 














LS.C 


Sat. , 














TOTALS 














'■V 




Mon. 












\ 




Tues* 
















Wed. 
















Thurs. 


J- 














FrI. 















LS C 


Sat* 














TOTALS 
















168 


Mon * 
















Tues* 


' 














Wed. 
















Thurs. 
















Frf. 














LS C 


Sat. 














TOTALS 
















193 


Man. 
















Tues, 
















Wed. 
















Thurs. 
















Fri * 














LS C 


SaV . 














TOTALS 
















20B 


I Mo n * 










*> 






Tues. 
















Wed. 
















Thur^. 
















Frf* 














LS C 


Sat. 












— j 


TOTALS 












> 


..... i: 



44 

. 21 

ERIC 



REPORTItlG TERMINAL PERFORMANCE OBJECTIVES (TBRMOBSy 



45 



ERIC 



4B 



TABLE T-1 - INSTRUCTIONAL DIVISION AND UNIT OUTLINE 

• BUSINESS AND OFFICE OCCUPATIONS 

DOES THIS OUTLINE CONTAIN ALL OF THE INSTRUCTIONAL CONTENT OP YOUR 
PROGRAM? YES NO; . 



CODE DIVISION 



CODE 



01 TYPEWRITING 



02 



ERIC 



BUSINESS 



01 
02 
03 
04 

05 
06 
07 
08 
09 
10 
11 
12 
13 
14 
15 
16 
17 
18 
19 
20 

21 



22 

23 
24 
25 
26 
27 
28 
29 
30 
31 
32 
33 
34 
35 

36 
37 
38 
39 

01 
02 
03 
04 
05 



UNIT 



INTRODUCTION TO THE TYPEWRITER 
DEVELOPMENT OF BASIC TECHNIQUES 
DEVELOPMENT OP KEYBOARD CONTROL 
CONTROL OP OPERATIVE PARTS OF THE 

MACHINE 
MACHINE MAINTENANCE 
TABULATION 
TYPING A ROUGH DRAFT 
TYPING FROM A ROUGH DRf^T 
OUTLINE 

BUSINESS REPORT 
BUSINESS LETTERS 
LETTER OF APPLICATION 
TABLfiS 

TYPING FOR DUPLICATION 
DEVELOPMENT OF SPEED AND ACCURACY 
DEVELOPMENT OF PROOFREADING SKILL 
ALIGNING, SQUEEZING AND SPREADING 
CORRECT ERASING TECHNIQUES 
REFINEMENT OF KEY-STROKING TECHNIQUE 
MASTERY OF ALL CONTROL MECHANISMS 

OF THE TYPEWRITER 
ROUTINE CARD OF THE TYPEWRITER, 

INCLUDING MACHINE CLEANING 

AND RIBBON CHANGING 
DRILLS FOR SPEED BUILDING* AND 

DEVELOPMENT OF ACCURACY 
TIMED WRITINGS 
PROOFREADING 
TYPING FROM ROUGH DRAFTS 
MANUSCRIPTS 
LETTERS 
TABULATION 

POSTAL CARDS, INDEX CARDS, LABELS 
ENVELOPES 

PRINTED BUSINESS FORMS 
SNAP-OUT FORMS 

USE OF ODD SIZES OF LETTERHEADS 
CARBON COPIES, INCLUDING ONIONSKIN 
PUNCTUATION, CAPITALIZATION, WORD 

DIVISION, EXPRESSION OF NUMBERS 
DICTATION AT THE TYPEWRITER 
LEGAL- TYPING 

COMPOSITION .AT THE TYPEWRITER 
CORBlBCTION TECHNIQUES 

WHAT BUSINESS DOES FOR YOU 
BUSINESS AHD^OUR ECONOMIC SYSTEM 
THE LAW IN OHE BUSINESS WORLD 
MONEY AMD BANKING 
INVESTMENT OPPORTUNITIES 



MACHINE MAINTENANCE 

TABULATION 

TYPING A ROUGH DRAFT 

TYPING PROM A ROUGH DRAFT 

OUTLINE 

BUSINESS REPORT 
BUSINESS LETTERS 
LETTER OP APPLICATION 
TABLES 

typing for duplication 
development of speed and accuracy 
development of proofreading skill 
aligning, squeezing and spreading 
Correct erasing techniques 
refinement of key-stroking ^technique 
mastery of all control mectanisms 

of the typewriter 
routine card of the typewriter, 

including machine cleaning 

and ribbon changing 
drills ror speed building and 

development of accuracy 
timed writings 

PROOFREADING 

TAPING PROM ROUGH DRAFTS 

MANUSCRIPTS ^ 

LETTERS 

TABULATION 

POSTAL CARDS, INDEX CARDS, LABELS 
ENVELOPES 

PRINTED BUSINESS FORMS 
SNAP-OUT FORMS 

USE OF ODD SIZES OF LETTERHEADS 
CARBON COPIES, INCLUDING ONIONSKIN 
PUNCTUATION, CAPITALIZATION, WORD 

DIVISION, EXPRESSION/ OF NUMBERS 
DICTATION AT THE TYPEWRITER 
LEGAL TYPING 

COMPOSITION .AT THE TYPEWRITER 
CORRECTION TECHNIQUES 

WHAT BUSINESS DOES FOR YOU 

BUSINESS AND OUR ECONOMIC SYSTEM 

THE LAW IN THE BUSINESS WORLD 

MONEY AND BANKING 

INVESTMENT OPPORTUNITIES 

PLANNING AND SPENDING INCOME 

YOU AS A CONSUMER 

EFFECTIVE USE OF CREDIT 

PROTECTION FOR THE CONSUMER 

COMMUNICATING AND USING TRANSPORTATION 

SERVICES 
YOU AS A CITIZEN 
SHARING ECONOMIC RISKS 
THE BUSINESS OP GOVERNMENT 

T-2 



47 



\ 



48 



TABLE T-1 (CON^.) - INSTRUCTIONAL DIVISION AND UNIT OUTLINE 
BUSINESS AND OFFICE OCCUPATIONS 



CODE DIVISION 



CODE 



UNIT 



02 



GENERAL 

BUSINESS 

(CONT.) 



14 
15 
16 
17 
18 
19 
20 
21 
22 



LABOR AND AMERICAN BUSINESS 
PLANNING TO EARN A LIVING 
BUSINESS ETHICS 
PERSONAL BANKING 

PLANNING AND SPENDING PBRSONAL INCOME 

CONSUMERISM 

COMMUNICATIONS SYSTEM 

TRANSPORTATIONS SYSTEM 

INSURANCE 



03 BUSINESS 

MATHEMATICS 



04 RECORDKEEPING 



rrnr CLERICAL 
OFFICE 
PRACTICES 



01 
02 
03 
04 
05 
06 
07 
08 
09 
10 
11 
12 
13 
14 
15 
16 
17 
18 
19 
20 
21 
22 
23 
24 
25 
26 
27 

• 

01 . 

02 

03 

04, 

OS 

06 

07 

08 

09 



01 
02 

03 



FUNDAMENTALS 
COMPUTING INTEREST 
RECONCILING BANK BALANCES 
TAKING CASH AND TRADE DISCOUNTS 
DETERMINING SELLING PRICES 
DETERMINING COMMISSliDNS 
DETERMINING BANK DISCOUNT 
COMPUTING SOCIAL SECURITY TAXES 
PREPARING PAYROLLS 

COMPUTING, COST OF PROPERTY INSURANCE 

DISTRIBUTING PARTNERSHIP PROFITS 

COMPUTING DEPRECIATION 

FINANCING 

INVESTMENTS 

PROPERTY TAXES 

READING GRAPHS AND TABLES 

ADDITION SKILLS 

SUBTRACTION SKILLS 

MULTIPLICATK)N SKILLS 

DIVISION SKILLS 

FRACTIONS'^ 

PERCENTAGES 

INVOICES 

DISCOUNTS 

INTEREST 

WAG15S AND "payroll 
DEPRECIATION 

,0 « 

INTRODUCTION TO RECORDS 
PROCESSING CASH RECEIPTS 
PROCESSING CHECKS & BANK STATEMENTS 
PROCESSING SALES ON ACCOUNT 
USING PURCHASE RECORDS 
PROCESSING WHOLESALE BUSINESS RECORDS 
PROCESSING PAYROLL RECORDS 
REPORTING INCOME FOR TAX PURPOSES 
REPORTING INCOME, COST AND EXPENSE 
TO MMIAGEMENT 

FILING 

calculating machines. 
typewri'Ter 



03 BUSINESS 

MATHEMATICS 



04 RECORDKEEPII*G 



Q5\ CLERICAL 
OFFICE 
' PRACfriCES 



06 OFFICE 

MACHINES 



22 



01 
02 
03 
04 
05 
06 
07 
08 
09 
10 
11 
12 
13 
14 
15 
16 
17 
18 
19 
20 
21 
22 
23 
24 
25 
26 
27 

01 
02 
03 
04 
05 
06 
07 
08 
09 



01 
02 
03 
04 
05 
06 
07 
08 
09 

01 
02 
03 



INSURANCE 



t 



FUNDAMENTALS 
COfibUTING INTEREST 
RECONCILING BANK BALANCES 
TAKING CASH AND TRADE DISCOUNTS 
DETERMINING SELLING PRICES 
DETERMINING COMMISSIONS 
DETERMINING BANK DISCOUNT 
COMMUTING SOCIAL SECURITY TAXES 
PREPARING PAYROLLS 

COMPUTING COST OF IJRdPERTY INSURANCE 

DISTRIBUTING PARTNERSHIP PROFITS 

COMPUTING DEPRECIATION 

FINANCING 

INVESTMENTS 

PROPERTY TAXES 

READING GRAPHS AND TABLES 

ADDITION SKILLS 

SUBTRACTION SKILLS 

MULTIPLICATION SKILLS 

DIVISION SKILLS 

FRACTIONS 

PERCENTAGES 

INVOICES 

DISCOUNTS 

INTEREST 

WAGES AND PAYROLL 

DEPRECIATION " 

INTRODUCTION TO RECORDS 
PROCJESSING CASH RECEIPTS 
PROCESSING CHECKS & BAJIK STATEMENTS 
PROCESSING SALES ON ACCOUNT 
USING PURCHASE RECORDS 
PROCESSING WHOLESALE BUSINESS RECORDS 
PROCESSING PAYROLL RECORDS 
REPORTING INCOME FOR TAX PURPOSES 
REPORTING INCOME, COST AND EXPENSE - 
TO MANAGEMENT 

FILING 

CALCULATING MACHINES 

TYPEWRITER 

DUPLICATING MACHINES 

OTHER OFFICE MACHINES 

RECORDKEEPING 

BUSINESS FORMS 

DATA PROCESSING * 

OFFICE COMMUNICATIONS SYSTEMS 

DESK CALCULATORS 
DUPLICATING MACHINES 
TYPEWRITERS 



er|c i 



T-3 

49 



50 



TABLE T-1 (CONT.) - INSTRUCTIONA^i DIVISION AND UNIT OUTLINE 
BUSINESS AND OFFICE OCCUPATIONS ' 



CODE DIVISION 



CODE 



UNIT 



06 



OFFICE 

MACHINES 

(OONT.) 



07 SHORTHAND 



08 BOOKKEEPING 



SECRETARIAL 
OFFICE 
PRACTICE 



10 



BUSINESS 
ENGLISH AND 
COMMUNICATION 



ERIC 



04 

05 
06 

or 

02 

03 

04 

05 

06 

Of 

08^ 

09 

10 

11 

12 

13 

14 

15 

01 
02 
.03 
04 

01 
02 
03 
04 
05 

06 
07 
08 
09 
10 
11 
12 
13 
14 
15 
16 
17 

01 
02 
03 
04 
05 
06 
07 
Jig, 



RELATED MACHINES (COLLATOR, STAPLES, 

FOLDER, ETC.) 
TRANSCRIBING MACHINES 
BOOKKEEPING MACHINES - 



SHORTHAND THEORY ( 
ABBREVIATING PRINqiPLES 
READING 
WRITING 

REVIEW AND DRILL 
DEVELOPMENT OF SHORTHAND VOCABULARY 
SPEEDBUILDING 
OFFICE-STYLE DICTATION 
MECHANICS OF WRITTEN ENGLISH 
DICTATION AND TRANSCRIPTION 
TYPING 
ENGLISH 

PRACTICAL APPLICATION OF TRANSCRIPTION 

TECHNIQUES 
SPECIAL TRANSCRIPTION PROBLEMS 
PERSONAL DEVELOPMENT 

STARTING A BOOKKEEPING SYSTEM 

THE BOOKKEEPING CYCLE (SIMPLEST FORM) 

THE BOOKKEEPING CYCLE (ADVANCED FORM) 

AUTOMATION 



WHAT IS A SECRETARY? 
BUSINESS BEHAVIOR 
PERSONALITY s 
WORK ORGANIZATION 
DICTATION AND TRANSCRIPTION 

TECHNIQUES 
THE MAILABLE LETTER 
EDITING . 

COMPOSITION OP LETTERS 

SECRETARIAL TYPEWRITING 

COMMUNICATION 

FINANCIAL RECORDS 

TRAVEL AND TRANSPORTATION 

BUSINESS PILING AND RECORDS CONTROL 

INFORMATION - SOURCE AND USE 

OFFICE MACHINES 

AUTOMATION IN TODAY'S BUSINESS 
OCCUPATIONAL INFORMATION 

LISTENING SKILLS 

SPEAKING SKILLS ' 

READING SKILLS 

GRAMMAR 

WORD SKILLS 

FORM AND COMPOSITION 

BUSINESS LITERATURE 



08 BOOKKEEPING 



09 



SECREJTARIAL 
JDPPICE 
PRACTICE 



10 



BUSINESS , 
ENGLISH AND 
COMMUNICATION 



11 ACCOUNTING 



05 
06 
07 
08 
09 
10 
11 
12 
13 

14 
15 

01 
02 
03 
04 

01 
02 
03 
04 
05 

06 
07 
08 
09 
10 
11 
12 
13 
14 
15 
16 
17 

01 
02 
03 
04 
05 
06 
07 
08 

01 
02 
03 
04 
05 
06 
07 
^ 08 
' 09 



REVIEW AND DRILL 

DEVELOPMENT OP SHORTHAND VOCABULARY 

SPEEDBUILDING 

OPPICE-STYLE DICTATION 

MECHANICS OP WRITTEN ENGLISH 

DICTATION AND TRANSCRIPTION 

TYPING 

ENGLISH 

PRACTICAL 'APPLICATION OF TRANSCRIPTION 

lECHNIQUES 
SPECIAL TRANSCRIPTION PROBLEMS 
PERSONAL DE\2;^PMENT 

STARTING A BOOKKEEPING SYSTEM 
OHE BOOKKEEPING CYCLE (SIMPLEST PORM) 
THE BOOKKEEPING CYCLE (ADVANCED PORM) 
AUTOMATION 



WHAT IS A SECRETARY? 

BUSINESS BEHAVIOR 

PERSONALITY 

WORK ORGANIZATION 

DICTATION AND TRANSCRIPTION 

TECHNIQUES 
THE MAILABLE LETTER 
EDITING 

COMPOSITION OF LETTERS 

SECRETldaiAL TYPEWRITING 

COMMUNICATION * 

FINANCIAL RECORDS 

TRAVEL AND TRANSPORTATION 

BUSINESS PILING AND RECORDS CONTROL 

INFORMATION - SOURCE AND USE 

OFFICE MACHINES ' ^ 

AUTOMATION IN TODAY'S BUSINESS 

OCCUPATIONA% INFORMATION 

LISTENING SKILLS 

SPEAKING SKILLS * 

READING SKILLS 

GRAMMAR 

WORD SKILLS 

PORM AND COMPOSITION 

BUSINESS LITERATURE 

SOURCES OP BUSINESS INFORMATION 

THE ACCOUNTING EQUATION 

ASSETS-DEFINITION AND CLASSIFICATION 

LIABILITIES 

OWNER'S EQUITY 

ACCOUNTING 

THE BALANCE SHEET 

ME INCOME STATEMENT 

THE T-ACCOUNT 

DEBITS AND CREDITS 

T-4 



ERIC 



51 



TKmM T-l (CONT.) - INSTRUCTIONAL DIVISION AND UNIT OUTLINE 
BUSINESS AND OFFICE OCCUPATIONS 



CODE DIVISION 



CODE 



UNIT 



11 ACCOUNTING 
(CONT. ) 



12 ECONOMICS 



13 BUSINESS LAW 



14 BUSINESS MATH 



ERIC 



ADVANCED 

OFFICE 

MACHINES 



10" THE GENERAL JOURNAL 

11 HUE LEDGER 

12 SPECIAL JOURNALS 

13 - INVENTORIES-MERCHANDISING 

14 INVENTORIES-MANUFACTURING 

15 . RATES ANaAsIS V 

16 FIXED ASSETS-DEPRECIATION 

17 COST ACCOUNTING CONCEPTS 

18 STANDARD COSTS 

19 BAD DEBTS 

20 STOCK' 

01 SUPPLY CURVE 

•02 DEMAND CURVE 

03 MARKET EQUILIBRIUM 

04 NATIONAL INCOME ACCOUNTING 

05 , PURE COMPETITION 

06 ' MONOPOLY 

07 OLIGOPOLY 

08 ELASTICITY (DEMAND) 

09 ELASTICITY (INCOME) 

10 CROSS ELASTICITY 

.11 FEDERAL RESERVE SYSTEM 

1^ CIRCULAR FLdW OF INCOME 

13 DEFINITIONS 

14 STATISTICAL ANALYSIS 

15 . INTERNATIONAL TRADE 

01 SOURCES OF LAWS 

02 COURTS ^ 

03 ^ THE LAWSUIT 

04 TORTS 

05 FELONIES 

06 MISDEMEANORS 

07 CONTRACTS 

08 AGREEMENT 

09 REALITY OF CONSENT 

10 COMPETENT PARTIES 

11 CONSIDERATION 

12 ASSIGNABILITY 

13 DISCHARGE OP CONTRACTS 

14 BAILMENTS 

15 UNIFORM COMMERCIAL CODE 

16 NEGOTIABLE INSTRUMENTS 

17 ' AGENCY 

H 

01 BASIC SKILLS 

02 OFFICE WORK 

03 DISTRIBUTION 

01 EXECUTIVE TYPEWRITER 

02 THERMOPAX 

03 MAGNETIC CARD TYPEWRITER 

1 1 ■ il ii 1 1 II I iiii ir'Miaa^iliilrtilitJai 



ECONOMICS 



BUSINESS liAW 



BUSINESS MATH 



ADVANCED 

OFFICE 

MACHINES 



16 
17 
18 
19 
20 

01' 

02 

03 

04 

05 

06 

07 

08 

09 

10 

11 

12 

13- 

14 

15 

01 
02 
03 
04 
05 
06 
07 
08 
09 
10 
11 
12 
13 
14 
15 
16 
17 

01 
02 
03 

01 
02 
03 
04 
05 
06 
07 



FIXrJD ASSET5-iJBfKJS<-;iArxun 
COST ACCOUNTING CONCEPTS 
STANDARD COSTS 
BAD DEBTS 
STOCK 

SUPPliY CURVE 
DEMAND CURVE 

MARKET EQUILIBRIUM '~ ^ 

NATIONAL INCOME ACCOUNTING 
PURE COMPETITION 
MONOPOLY 
OLIGOPOLY 

ELASTICITY (DEMAND) 
ELASTICITY (INCOME) 
CROSS ELASTICITY 
FEDERAL RESERVE SYSTE^t ' 
CIRCULAR FLOW OF INCOME 
DEFINITIONS 
STATISTICAL ANALYSIS 
INTERNATIONAL TRADE 

SOURCES OF LAWS 

COURTS 

THE LAWSUIT 

TORTS 

FELONIES 

MISDEMEANORS 

CONTRACTS 

AGREEMENT 

REALITY OF CONSENT 
COMPETENT PARTIES 
CONSIDERATION 
ASSIGNABILITY 
DISCHARGE OF CONTRACTS 
BAILMENTS 

UNIFORM COMMERCIAL CODE 
NEGOTIABLE INSTRUMENTS 
AGENCY 

BASIC SKILLS 

OFFICE WORK ^ 
DISTRIBUTION -""^ 

EXECUTIVE TYPEWRITER 
THERMOFAX 

MAGNETIC CARD TYPEWRITER 

IBM SELECTRIC II 

IBM CORRECTING TYPEWRITER 

MANUAL TYPEWRITER 

029 KEY PUNCH 



53 
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TABLE T-1 (CONT.) - INSTRUCTIONAL DIVISION AND UNIT OUTLINE 
BUSINESS AND OFFICE OCCUPATIONS 
CODE DTVISION CODE UNIT 1 



16 



17 



18 



19 



20 
21 



22 

23 

24 

25 
26 



INTRODUCTION 01 
TO DATA 02 
PRO'CESSING 03 
04 



CARD PUNCHES 



VERIFIERS 



SORTERS 



01 
02 
03 
04 
05 

01 
02 
03 

01 
02 
03 
04. 



CONTROL PANEL 01 
WIRING 02 



INTERPRETER 



REPRODUCING 
PUNCH 



COLLATORS 



ACCOUNTING 
MACHINES 



01 
02 
03 
04 

01 
02 
03 
04 

01 
02 
03 
04 

01 
02 
03 
04 



INTRODUCTION 
TO COMPUTERS 

SYSTEMS APPROACH 
TO PROCESSING DATA 



CAREERS IN DATA PROCESSINGS 
HISTORY ' 

FUNDAMENTALS OF DATA PROCESSING 
THE DATA PROCESSING CARD 

FUNCTION 

EXTERNMb FEJiffURES, 
KEYBOARD 
PROGRAM UNIT 
MACHINE OPERATION 

FUNCTION 

EXTERNAL FEATURES 
MACHINE OPERATION 

FUNCTION ' 
SPEEDS 

EXTERNAL FEATURES 
OPERATING PRINCIPLES 

FUNCTION 
DIAGRAMMING 

FUNCTION 
FEATURES 

OPERATING PROCEDURES 
WIRING TECHNIQUES 

FUNCTIONS 
FEATURES 

OPERATING PROCEDURES 
WIRING TECHNIQUES 

FUNCTION 
FEATURES 

OPERATING PROCEDURES 
WIRING TfiCHNlQUES 

FUNCTIONS 
FEATUlRBS 

OPERATING PROCEDURES 
WIRING TECHNIQUES 



54 



ERIC 



TABLE T-IA - ADDITIONAL INSTRUCTIONAL DIVISION AND UNIT OUTLINE 



CODE DIVISION CODE 



UNIT 



1 



55 



ERIC 



TABLE T-2 - TERMOB DIVISION AND UNIT OUTLINE 

BUSINESS AND OFFICE OCCUPATIONS 

DOES THIS OUTLINE CONTAIN ALL TOPICS IN WHICH GRADUATES ACQUIRE JOB- 
ENTRY SKILLS? YES NO 



CODE 



DIVISION 



01 



TYPEWRIT 




CODE 



UNIT 



0^ 



04 



05 



OFFICE PRACTICE 
AND PROCEDURE 



STENOGRAPHY 



RECORDKEEPING 



06 



BOOKKEEPING AND 
ACCOUNTING 



07 



DATA PROCESSING 



01 
02 
03 
04 
05 
06 
07 



::ai" 



02 
03 
04 

01 
02 
03 
04 

01 
02 

01 
02 
03 
04 

01 
02 
03 
04 
b5 
06 
07 
08 
09 

01 
02 
03 
04 



SPEED AND ACCURACY 

D-ICTATION AT TYPEWRITER 

COMPOSITION AT TYPEWRITER 

BUSINESS FORMS 

LEGAL DOCUMENTS 

PROOFREADING 

CARE AND MAINTENANCE 

-DUPLICATING 



CALCULATING 

TRANSCRIBING 

BOOKKEEPING 

COMMUNICATION 
PUBLIC CONTACT 
MAIL 

CASHIERING 

DICTATION 
TRANSCRIPTION 

PREPARATION 

POSTING 

FILING 

MONEY HANDLING 



JOURNALIZING 

POSTING 

TRIAL BALANCE 

WORKSHEET PREPARATION 

FINANCIAL STATEMENTS 

CLOSING ENTRIES 

RULING AND BALANCING 

ADJUSTING ENTRIES 

POST CLOSING TRIAL Bl^NCE 

PREPARATION 

COMPILATION 

PUNCH CARD PROCESSING 

COMPUTER OPERATIONS 



56 



ERIC 



TABLE - ADDITIONAL TERMOB DIVISION AND UNIT OUTLINE 



CODE DIVISION. / CODE UkiT 



V 



f)7 V 



ERIC 



I 



TERMINAL PERFORMANCE OBJECTIVES (TERMOBS) 
REPORTING FORMS 



58 



ERIC 



MZSOE HO. 



BUSINESS AND 0F£JCE 
PROGRAM OCCUPATIONS 



DIVISION 01 TYPRWRTTTWG 

UNIT 01 gPRRn AW n a^rTTPacv" 

TERMOB NO* 2^*"""* " 



i;00 CONDITION 



( ) 1.01 BASIC OFFICE SUPPLIES '(TABLE T-3) 

( ) 1/02 HANDWRITTEN BUSINESS LETTER WHICH, WHEN TYPED, WXLL 
bE 1 PAGE LONG \ 



2.0G PERFORtlANCE 



GENERAL STATEMENT OF PERFORMANCE AND RESULTING OUTCOME 
Tl 2.01' TViPE A BUSINESS LETTER FROM HANDWRITTEN COPY, IN BLOCK 
^ORM, EMPLOYING THE FOLLOWING OPERATIONS: 



TT 5.02 ^coN^ERa? WOrk station for task 

( ) 2.03 TYPE LETTER IN CENTER OF ^^E 

( ) 2,04 TYPE LETTER AT PROFICIENT SPfiED 

( ) 2.05 »TYPE LETTER WITH ACCEPTABLE ACCURACY 

( ) 2,06 *HfPE RETURN ADDRESS ON ENVELOPE 

( ) 2.07 TYPE DESTINATION ON ENVELOPE 



3.00 EXTENT 



GENERAL STATEMENT OF EXTENT AND EXTENT OF RESULTING OUTCOME 

Tl JTM BLOCK FORiM BUSINESS LETTER IS TYPED IN MAILABLE FORM 

. TO APPROVAL OF BOARD OF EXPERT RATERS. TO BE COM- 

^ PLETED WITHIN 20 MINUTES WITH EACH OPERATION JUDGED 
AS SATISFACTORY OR UNSATISFACTORY. 



( 



( 



( y 3.02 mardln^ and tab^ set, materials positioned for 
jbfficxbncy 

3.03 centered with margins and spacing correct 

3.04 more than 50 words per minute for typing time 
3«,05 less than 5 errors, corrected 

3.06 properly spaced and positioned 

3.07 properly spaced and positioned 

- 59 



) 
) 

( ) 
( ) 
( ) 



ERIC 



/ 



MISOE NO. 



BUSINESS AND OFFICE 
PROGRAM -OCCUPATIONS 



USOE CODE NO{S) 



DIVISION 01 TYPEWRITING 
UNII 01 SPEED AND ACCURACY" 

TERMOB NO. " 



1.00 CONDITION 



2.00 PERFORMANCE 



GENERAL STATEMENT OF PERFORMANCE AND RESULTING OUTCOME 



3.00 EXTENT 

GENERAL STATEMENT OF EXTENT AND EXTENT OP RESULTING OUTCOME 



60 



ERIC 



MISOE NO. 
PROGRAM 



BUSINESS AND OFFICE 
OCCUPATIONS 



DIVISION 01 
UNIT 01 
TERMOB NO. 



TVPRWRT/PTTJa 



SPEED AND ACCURACY 



20-002 



1.00 CONDITION 



( ) 1.01 BASIC OFFICE SUPPLIES . (TABLE T-3) 

( ) 1.02 HANDWRITTEN BUSINESS LETTEB^HICH, WHEN TYPED, WILL 
BE ONE AND ONE HALF PAGfis/ 

( ) 1.03 thrIje £:nclosures of one bage each 



2.00 PERFORMANCE 



GENERAL STATEMENT OF PERFORMANCE AND RESULTING OUTCO ME 

TJ — S.Ol TY^E A BUglNEl^g LmSi^ gR6M HAMbWRM^W^igPY , IN 

riObil^lEib bL6(5K goRM, agi^VINC TUB P6LL6W1^(5 ot>ERATiONS i 



"03 COMVtlRl^ WORK STATION FOR TASK 

2.03 TYPE LETTER IN CENTER OP PAGE 

2.04 TYPE LfflPTER AT PROFICIENT SPEED 

2.05 TYPE LETTER WITH ACCEPTABLE ACCURACY 

2.06 ATTACH ENCLOSURES 

2.07 TYPE RETURN ADDRESS ON ENVELOPE 
2*08 TYPE DESTINATION ON ENVELOPE 



3 . 00 EXTENT 



GENERAL STATEMENT OF EXTENT AND EXTENT OF RESULTING OUTCOME 
Tl rnrC simplified letter form BUSINESS letter. IS TYPED IN 

MAILABLE FORM TO APPROVAL OF BOARD OF EXPERT RATERS. 
TO BE COMPLETED WITHIN 20 MINUTES WITH EACH OPERATION 
JUDGED AS SATISFACTORY OR UNSATISFACTORY » r 

( ) 3.02 MARiSIMS AWi^ tA6S SteT, MA'i'feRiALS P0gl!I!I6ME& POk 



r 

( 
( 
( 



EFFICIENCY. 

3.03 CENTERED WITH MARGINS AND SPACING CORRECT 

3.04 MORE THAN 50 WORDS PER MINUTE FOR TYPING TIME 

3.05 LESS THAN 5 ERRORS, CORRECTED 

3.06 IN CORRECT ORDER 

3.07 PROPERLY SPACED AND POSITIONED 

3.08 PROPERLCiT SPACED AND POSTIIONED 



ERIC 



iiiiiiiiliii 



MISOE NO. 



BUSINESS AND OFFICE 
PROGRAM OCCUPATIONS 



rSOE CODE NO(S)* 



f>l VISION 01 TYPEWRITING . 

UNIT OX SPEED AND ACCURACY 

TERMOB NO. 20-002 



1.00 CONDITION 



,t) — FERFOHMKNCE ■ 

GENERAL STATEMENT OF PEi^ORMANCE AND RESULTING OUTCOME 



3.00 EXTENT 

GENERAL STATEMENT OF EXTENT AND EXTENT OF RESULTING OUTGO 




J 



ERIC 



MISOB NO. 



BUSINESS AND OFFICE nrVT^TOM 01 TYPEWRITING 

PHOGRAM OCCUPATIONS .. . DIVISION 01 TYPEWRIT^m^ 



UNIT 01 SPEED AND ACCURACY 



TERMOB NO. 20-003 



1.00 CONDITION 

( ) 1.01 HANDWRITTEN DRAFT OF A STATISTICAL REPORT WITH COLUMl? 

_ HEADINGS AND NUMERIC DATA APPROXIMATELY ONE PAGE LONG 

{ ) 1,02 BASIC OFFICE SUPPLIES (TABLE T-3) 



2^0 PERFORMANCE 



GENERAL STA TEMENT OF PERFORMANCE AND RESULTING OUTCOME 
( ) — TYPE A- STATISTICAL REPORT FROM. HANDWRITTEN COPY 

EMPLOYING THE FOLLOWING OPERATIONS: 

( ) 2.02 — CONVERT WORK STATION FOR TASK 

( ) 2.03 T^E REPORT IN CENTER OF PAGE 

( ) 2.04 TYPE REPORT AT PROFICIENT SPEED 

( ) 2.05 TYPE LETTER WITH ACCEPTABLE ACCURACY 



3.00, EXTENT 



GENERAL 



( ) 3. 



STATE MENT OF EXTENT AND EXTENT OF RESULTING OUTCOME 

STATiSTI(5AL REPORT IS TYPED NEATLY TO APPROVAL OF 

BOARD OF EXPERT RATERS. TO BE COMPLETED WITHIN 
1/2 HOURS WITH EACH OPERATION JUDGED AS SATISFACTORY 
OR UNSATISFACTORY. 



I^*lR(5in3 and' tabs set, MATERIALS POSITIONED FOR 

EM-ICIENCY _ 
-^dENTERED WITH MARGINS AND SPACING CORRECT 

MORE TH1& 50 WORDS PER MINUTE FOR TYPING TIME 

LESS THAN 3 ERRORS, CORRECTED 

ea 



( ) 3.02 



t ) -3 . 
( ) 3. 
( ) 3. 



03 
04 

05 



ERIC 



. ° ' MISOP NO. 


. BUSINESS AND OFFICE 
PROGRAM OCCUPATIONS DIVISION 01 TYPEWRITING 


1 




USOE CODE NO(S) UNIT ' 01 SPEED AND, ACCURACY 




TERMOB NO. 20-003 


1.00 CONDITION ^ ♦ • 




■ - * 

2.00 PERFORMANCE 


^ 


GENERAL STATEMENT OP PERFORMANCE AND RESULTING OUTCOME 




3.00 EXTENT 

* * 

\ GEfiERAL STATEMENT OP EXTENT AND EXTENT OF RESULTING OUTCOME 





«4 

X 1 



ERIC 



MISOE NO. 



BUSINESS AND OFFICE 
PROGRAM OCCUPATIONS DIVISION 01 TYPEWRTTTWG 

" ~ UNIT 01 SPEED AND ACCURACY 

. TERMOB NO. 20^004 • 

■A 



l.Oa CONDITION 



( 



1.01 BAaiC OFFICE SUPPLIES (TABLE T-3) 

1.02 I^MDWRITTEN INTfiR-OFFICE MEMO WHICH, WHEN TYPED, 
WILL FILL 1/2 OF MEMO SHEET, 8-1/2 X 11" 



2.00 PERFORMANCE 



GENERAL STATEMENT OF PERFORMANCE AND RESULTING OUTCOME ^ 
"Hi TTOI TYPE A SHORT MEMO FROM HANDWRITTEN COPY WITH 3 CARBON 
COPIES EMPLOYING THE FOLLOWING OPERATIONS: 



2.62 
2.03 
2.04 
2.05 
2.06 
2.07 



ASSEMBLE CARBON PACK 
TYPE MEMO IN CENTER OP PAGE 
TYPE MEMO AT PROFICIENT SPEED 
TYPE MEMO WITH ACCEPTABLE ACCURACY 
SEPARATE CARBONS AND ORIGINAL 



3.00 EXTENT 



GENERAC STATEMENT OF EXTENT AND EXTfiNT OF RESULTING OUTCOME * 
n SHORT MEMO IS TYPED IN MAILABLE FORM WITH 3 COPIES 

^ TO APPROVAL OF BOARD OF EXPERT RATERS. TO BE COM- 

PLETED WITHIN 20 MINUTES WITH EACH OPERATION JUDGED 
AS SATISFACTORY OR UNSATISFACTORY. 



MAKfiiNslNb *ABS SEf ; MAiiiklMiS m&l^lMEs:> 

EFFICIENCY 
NEATLY 

IN CENTER WITH MARGINS AND SPACING CORRECT 
MORE THAN 50 WORDS PER MINUTE FOR TYPING TIME 
LESS THAN 5 ERRORS, CORRECTED 
MEMO AND COl>IpS ARE FREE FROM SMUDGES 



(J 3.65 



3.03 
3.04 
3.05 
3.06 
3.07 



B5 




MISOE NO. 



BUSINESS AND ^OFFICE 
PROGRAM OCCUPATIONS / 



USOE CODE JJO(S) 



DIVISION 01 
UNIT 01 
TERMOB NO. 



TYPEWRITING 



SPEED AMD ACCURACY 



20-004 



I.OJD CONDITION 



2.00 PERFORMANCE 



GENERAL STATEMENT OF PERFORMANCE AND RESULTING OUTCOME 



3.00 EXTENT 

. ■ ■ GENERTU:. STATEMENT OF EXTENT AND EXTENT OF RESULTING - OUTCOME 



BO 



ERIC 



MXSOC NO. 



/ 



orrUPATTQNS 



DIVISION 01 
UNIT 01 
TERMOB NO. 



TYPEWRITING 



SPEED AND ACCURACY 



gQ-QQ5 



1.00 CONDITION 



( ) 
( ) 



1,01 
1.02 



BASIC OFFICE SUPPLIES (TABLE T-3)i 
HANDWRITTEN COPIES OP ARTICLES EACH IN DIFFERENT 
HANDWRITING, ARRANGED IN ORDER FOR INCLUSION IN 
COMPANY NEWSPAPER WHICH WHEN TYPED WILL FILL FIVE 
LEGAL SIZE PAGES. 



2.00 PERFORMANCE 



' GENERAL STATEMENT OF PERFORMANCE AND RESULTING OUTCOME 

J~) 270i TYPE THE COMPANY NEWSPAPER INTO TWO COLUMN FORM 
EMPLOYING THE FOLLOWING OPERATIONS: 

^■"T 2702 CONVERT WORK STATION FOR TASK 

( ) 2.03 TYPE HEADLINES 

( ) 2.04 TYPE BY-LINES 

( ) 2.05 TYPE TEXT 

( ) 2.06 TYPE NEWSPAPER AT PROFICIENT SPEED 

( ) 2.07 TYPE NEWSPAPER AT ACCEPTABLE ACCURACY 

( ) 2.CS JUSTIFY RIGHT MARGIN 

( ) 2.09 RETYPE NEWSPAPER 




3.00 EXTENT 



GENERAL STATEMENT OF EXTENT AND EXTENT OF RESULTING OUTCOME 
( ) 3.01 COMPANY NEWSPAPER IS TYPED IN MAILABLE FORM TO 

APPROVAL OP BOARD 0?*. EXPERT RATERS. TO B<! COMPLETED 
WITHIN 3 HOURS WITH EACH OPERATION JUDrtSD AS 
SATISFACTORY OR UNSATISFACTORY 

X"5 3.02 MARGINS AND TABS SET, MATERIALS POSITIONED FOR 

EFFICIENCY 

( ) 3.03 CENTERED GiU COLUMN WITH CORRECT SPACING 

( ) 3.04 PROPERLY POSITIONED AND SPACED 

( ) 3.05 COLUMN PROPERLY POSITIONED, MARGINS AND SPACING CORRECT. 

( ) 3.06 MORE THAN 50 WORDS* PER MINUTE FOR TYPING TIME 

( ) 3.07 LESS THAN 6 ERRORS PER PAGE, CORRECTED 

( ) 3.08 EXACTLY 

( ) 3.09 ALL MARGINS MATCH 



ERIC' 



MISOE NO., 



PKOGRAM BUSINESS AND OFFICE 
OCCUPATIONS 



DIVISION 01 
UNIT 01 
TERHOB NO. 



SPEED AND ACCURACY 



20-005 



1.00 CONDITION 



2.00 PERFORMANCE 

GENERAL STATEMENT OF PERFORMANCE AND RESULTING OUTCOME 



3.00 EXTE^IT 



CEMERAL STATEMENT OF EXTENT AND EXTENT OF RESULTING? OUTCOME 



ERIC 



4 



HISOE NO. 



I»HOGRAM BUSINESS AND OFFICE 
OCCUPATIONS 



DIVISION 01 
ONIT _ 0.2 
TERMOB NO.^^ 



TYPRWRTTING 



DJCrrATTON AT 



■^YPEMRTTER 



20-006 



1,00 CONDITION 

( ) liol BASIC OFFICE SSJf^IES (TABLE T-3) 
( f 1,02 SHORT BUSINESS LETTER DICTATED 



2.00 PERFORMANCE 



GE NERAL STATEMENT OF PERFORMANCE AND RESULT ING OUTCOME 

J-J 2TOI TYPE A SHORT l/2 PAGE BUSINESS LETTER IN SEMIBLOCK 

FORM DIRECTLY FROM DICTATION EMPLOYING THE FOLLOWING 

OPERATIONS : 



( ) 2.02 CONVERT WORK STATION FOR TASK 

( ) 2.03 TYPE LETTER AT PROFICIENT SPEED 

( ) 2.04 TYPE LETTER WITH ACCEPTABLE ACCURACY 



3.00 EXTENT 



GENERAL STATEMENT OF EXTENT AND EXTENT OF RESU LTING OUTCOME 
-7—5 57oi SHORT LETTER IS TYPED IN MAILABLE FORM TO APPROVAL 
OF BOARD OF EXPERT RATERS. TO BE COMPLETED WITHIN 
20 MINtJTES WITH EACH OPERATION JUDGED AS SATISFACTORY 
OR UNSATISFACTORY 



( ) 3.02 MARGINS AND TABS SET, MATERIALS POSITIONED FOR 
EFFICIENCY 

( ) 3.03 SUFFICIENT SPEED NOT TO STALL THE FLOW OF DICTATION 
( ) 3.04 LESS THAN 3 ERRORS* CORRECTED 
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ERIC 



MISOE NO. 



PROGRAM BUSINESS AND OFFICE DIVISION 01 TYPEWRITING 

OCCUPA TIONS . 

USOE C6DE N0(S) UNIT 02 DICTATION AT 

' * TYPEWRITER 

" TERMOB NO. 20^006 



1.00 , CONDITION 



2.00 PERFORMANCE 

OENERAL 'STATEMENT OF PERFORMANCE AND RESULTING OUTCOME 



3.00 EXTENT 

GENERAL STATEMENT OF EXTENT AND EXTENT OF RESULTING OUTCOME 
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MISOE NO. 



OCCTPftTIOHS 



DIVISION 01 'PVPfftJPT'PTKrrs 

UNIT 02 DICTATION AT 
TYPEWRITER 



TERMOB NO. 20-007 



1.00 CONDITION 

( ) 1.01 BASIC OFFICE SUPPLIES (TABLE T-3) 
( ) 1.02 TELEGRAM DICTATED 



2.00 PERFORMANCE 



GENERAL STATEMENT OF PERFORMANCE AND RESULTING OUTCOME 
Tl Ol TYPE A 50 WORD TELEGRAM DIRECTLY FROM DICTATION 
EMPLOYING THE FOLLOWING OPERATIONS: 

( ) 2.02 CONVERT WORK STATION FOR TASK 

( ) 2.03 TYPE TELEGRAM AT PROFICIENT SPEED 

( ) 2.04 TYPE TELEGRAM WITH ACCEPTABLE ACCURACY 



3.00 EXTENT 

/ - 

GENERAL STATEMENT OF EXTENT AND EXTENT OF RESULTING OUTCOME 
( ) 3.01 TELEGRAM IS TYPED IN MAILABLE FORM TO APPROVAL OF 
BOARD Of EXPERT RATERS. TO BE COMPLETED WITHIN 10 
MINUTES WITH EACH OPERATION JUDGED AS SATISFACTORY 
OR UNSATISFACTORY 

( ) 3.02 MARGINS AND TABS SET, MATERIALS POSITIONED FOR 
EPPICIENCY 

{ ) 3.03 SUFFICIENT SPEED NOT TO STALL THE FLOW OF DICTATION 
( ) 3.04 LESS THAN 3 ERRORS, CORRECTED 



71 



MISOE NO. ^ 

PROGRAM BUSINESS AND OFFICE DIVISION 01 ' TYPEWRITING 

OCCUPATIONS _: 

USOE CODE tlO(S} UNIT 02 DICTATION AT 

o TYPEWRITER 

' - TERMOB NO. 20^007 



1. 00 CONDITION 



2.00 PERFORMANCE 

GENERAL STATEMENT OF PERFORMANCE AND RESULTING OUTCOME 



3.00 EXTEtiT 

GENERAL STATEMENT OF EXTENT AND EXTENT OF RESULTING OUTCOME 
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ERIC 



4 



HXSOB HO. 



PHOGRAM BUSIUESS AND OFFICE 
OCCUPATIONS 



DIVISION 01 yVPEWRTTTWa 

UNIT 02 DICTATION AT 
TyPRWRTTRP 



TERMOB NO. 20-008 



1.00 CONDITION 



( ) 1.01 BASIC OFFICE SUPPLIES (TABLE T-3) 
( ) 1.02 SHORT MEMO DICTATED 



2.00 PERFORMANCE 



GENERAL STATEMENT OF PERFORMANCE AND RESULTING OUTCOME 
Tl 27oi TYPE A SHORT MEMO DIRECTLY FROM DICTATION IMPLOYING 
THE FOLLOWING OPERATIONS: • 



TT 2702 CONVERT WORK STATION FOR TASK 
( ) 2,03 TYPE MEMO AT PROFICIENT SPEED 
( ) 2.04 TYPE MEMO WITH ACCEPTABLE ACCURACY 



3.00 EXTENT 



GENERAL STATEMENT OF EXTENT AND EXTENT OF RESULTING OUTCOME 
Tl 370l SHORT MEMO IS TYPED IN MAILABLE FORM TO APPROVAL OF 
BOARD OF EXPERT RATERS. TO BE COMPLETED WITHIN 15 
MINUTES WITH EACH OPERATION JUDGED AS SATISFACTORY 
OR UNSATISFACTORY 



() 3702 MARGINS AND TABS SET, MATERIALS POSITIONED FOR 
EFFICIENCY 

• ( ) 3.03 AT SUFFICIENT SPEED NOT TO STALL THE FLOW OF DICTATION 
( ) 3.04 LESS THAN 3 ERRORS, UNCORRECTED 
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ERIC 



MISOE NO. 



PROGRAM BUSINESS AND OFFICE DIVISION 01 TYPEWRITING 

OCCUPATION^ 

L'SOE CODE MO(S) UNIT 02 DICTATION 

ZHZZZZZZZIZ " TYPEWRITER 

" ' TERMOB NO. 20-008 



1.00 CONDITION 



2.00 PERFORMANCE 

GENERAL STATEMENT OF PERFORMANCE AND RESULTING OUTCOME 



3.00 EXTENT 

GENERAL STATEMENT OF EXTENT AND* EXTENT OF RESULTING OUTCOME 
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ERIC 



* I* 



MISOE KQ. 



PROGRAM RU,qTNE5S AND OFFICE 



1.00 CONDITION 



DIVISION 01 TYPF^P'^'^T^" 
UNIT 



03 TfJI^PQSTTTON AT 



( ) 1.01 BASIC OFFICE SUFPIiIES (TABLE T-3) 
( ) 1,02 COPY OF AN UNPAID BILL 



2.00 PERFORMANCE 



TERMOB NO. ?n-nnQ 



GENERAL STATEMENT OF PERFORMANCE AND RESULTING OUTCOME 

TT 7:.01 COMPOSE A COLLECTION LETTER AT TH E TYPEWRITER 

ASSUMING THE CUSTOMER HAS F ORGOTTEN TOPAY 
EMPLOYING THE FOLLOWING OPERATIONS: 



xi 2.02 convert work station for task 

( ) 2.03 Compose letter ^ 

( ) 2.04 type letter AT PROFICIENT SPEED 

( ) 2.05 TYPE WITH ACCEPTABLE ACCURACY 



3.00 EXTENT 



flRWRR AL STATEMENT OF EXTENT AND EXTENT O F RESULTING OUTCOME 

-r-t J^ol — LETTER IS COMPOSED AND TYPED IN MAILABLE FORM TO 

APPROVAL OF BOARD OF EXPERT RATERS. TO BE COM- 
PLETED WITHIN 20 MINUTES WITH EACH OPERATION 
JUDGED AS SATISFACTORY OR UNSATISFACTORY 

Tl 3 . 02 MARQJftM^'^fDlJiBS SET / MATERIALS POSITIONED FOR 

EFFICIENCY 

( ) 3.03 LETTER CONVEYS DESIRED ATTITUDE 

( ) 3.04 MORE THAN 50 WORDS PER MINUTE FOR TYPING TIME 

( ) 3.05 LESS THAN 3 ERRORS, CORRECTED 
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MISOE NO. 



PROGRAM BUSINESS AND OFFICE DIVISION 01 TYPEWRITING 

OCCUPATIONS 

CSOE CODE MO(S) UNIT 03 COMPOSITION AT 

ZZZZZIZZIZI . TYPEWRITER 

TBRMOB NO. 20^009 



1.00 CONDITION 



2.00 PERFORMANCE 

GENERAL STATEMENT OF PERFORMANCE AND RESULTING OUTCOME 



3.00 SOTINT 

rtENERAL STATEMENT OF EXTENT AND EXTENT OF RESULTING OUTCOME 



erJc 



MISOB NO. 



|>ROGRAM 



BUSINESS AND OFI'ICE 



OCCUPATIONS 



DIVISION 01 TYPEWRITING 
UNIT 



03 r^MPOSITION AT 
TypBWRTTER 
TERMOB NO. 20-010 



1.00 CONDITION 

( ) 1.01 BASIC office! SUPPLIES (TABLE T-3) 
( ) 1.02 COPY OF AN UNPAID BILL 



2.00 PERFORMANCE 



GENE RAL STATEMENT OF PERFORMANCE AND RESULTING OUTCOME 

Tl 2.01 COMPOSE A COLLECTION LETTER AT TH E TYPEWRITER 

ASSUMING THE CUSTOMER WILL PAY ONLY IF HE IS 
MADE TO PAY EMPLOYJNG THE FOLLOWING OPERATIONS; 

XI 2.02 CONVERT WORK STATION FOR TASK ^ 

( ) 2.03 COMPOSE LETTER 

( ) 2.04 TYPE LETTER AT PROFICIENT SPEED 

( ) 2.05 TYEIL LETTER WITH ACCEPTABLE ACCURACY 



3.00 EXTENT 



GRN ERAL STATEMENT OF EXTENT AND EXTENT OF RESULT ING OUTCOME 

•r-y 2T0i LETTER IS COMPOSED AND TYPED IN MAILABLE FORM TO 

APPROVAL OF BOARD OF EXPERT RATERS. Hp BE COM- 
PLETED WITHIN 20 MINUTES WITH EACH OPERATION 
JUDGED AS SATISFACTORY OR UNSATISFACTORY 

"n 3.02' MARGINS AND TABS SET, MATERIALS POSITIONED FOR 

EFFICIENCY 

( ) 3.03 LETTER CONVEYS DESIRED ATTITUDE 

( ) 3.04 MORE THAN 50 WORDS PER MINUTE FOR TY PING TIME 

( ) 3,05 LESS THAN 3 ERRORS, CORRECTED 

7? 



ERIC 



MISOE NO. 



PROGRAM > QUSINSSS AND OFFICE 

OCCUPATIONS 
USOE CODE N0(S)~1: 



DIVISION 01 TYPEWRITING 
UNIT 



03 COMPOSITION AT 



TYPEWRITER 
T;eRMOB NO. 20^010 



1.00 CONDITION 



2,00 PERFORMANCE 

GENERAL STATEMENT OF PERFORMANCE AND RESULTING OUTCOME 



2.00 EXTENT 

GENERAL STATEMENT OF EXTENT AND EXTENT OF RESULTING OUTCOME 



'8 



ERIC 



MISOfc HO 



PROGRAM 



BUSINESS AND OFFICE 
^ OCCUPATIONS 



DIVISION 01 TYPEWRITING 
UNIT 04 BUSINESS FORMS 

TERMOB NO. 20..011 



CONDITION 


( 


) 


1.01 


( 


) 


1.02 


( 


) 


1.03 


( 


) 


1.04 


t 


) 


1.05 


( 


) 


1.06 



BASIC OFFICE SUPPLIES (TABLE T-3) 

SUFFICIENT DATA TO COMPLETE PURCHASE ORDER INCLUDING 

BUT NOT LIMITED TO: 
PURCHASE ORDER NUMBER 
COMPANY TO BB-^URCHASED FROM 
SHIPPING DATA ' 

DESCRIPTIONS OF EQUIPMENT TO BE ORDERED 



2.00 PERFORMANCE 



GENERAL STATEMENT OF PERFORMANCE AND RESULTING OUTCOME 
( ) ' 2.01 TYPE A SHORT 6 ITEM PURCHASE ORDER IN DUPLICATE 
EMPLOYING THE FOLLOWING OPERATIONS: 



2.02 CONVERT WORK STATION FOR TASK 

2.03 ASSEMBLE CARBON PACK 

2.04 TYPE PURCHASE ORDER 

2.05 TYPE PURCHASE ORDER AT PROFICIENT SPEED 

2.06 TYPE PURCHASE ORDER WITH ACCEPTABLE ACCURACY 

2.07 SEPARATE ORIGINAL AND CARBON 



3.00 EXTENT 



GENERAL STATEMENT OF EXTENT AND EXTENT OF RESULTING OUTCOME 
TT 3.01 PURCHASE ORDER IS NEATLY TYPED IN DUPLICATE TO 

APPROVAL OF BOARD OF EXPERT RATERS, TO BE COMPLETED 
WITHIN 15 MINUTES WITH EACH OPERATION JUDGED AS 
T^TISFACTORY^OR UNSATISFACTORY 

( ) 3.02 MARGINS AND TABS SET, MATERIALS POSITIONED FOR 
EFFICIENCY 

3.03 NEATLY AND CORRECTLY 

3.04 ALL NECESSARY INFORMATION CORRECTLY ENTERED 

3.05 MORE THAN 50 WORDS PER MINUTE FOR TYPING TIME 

3.06 ALL ERRORS CORRECTED 

3.07 PURCHASE ORDER AND COPY ARE FREE OF SMUDGES 
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MISOE NO. 



PROGRAM BUSINESS AND OFFICE 

OCCUPATIONS 
USOE CODE NO(S) ' - " - " " 



DIVISION 01 'TYPEWRITING 



04 BUSINESS FORMS 



TERMOB NO. * 20-011 



1.00 CONDITION 



2,00 PERFORMANCE " 

GENERAL STATEMENT OF PERFORMANCE AND RESULTING OUTCOME 



3 . 00 EXTENT 

GENERAL STATEMENT OF EXTENT AND EXTENT OF RESULTING OUTCOME 



I 



80 



PHOeRAM BUSINESS AND OFFICE 
OCCUPATIONS 



DIVISION Ql 
UNIT )4 
TERMOB NO. 



BUSINESS FORMS 



1.00 CONDITION 



( ) 1.01 BASIC OFFICE SUPPLIES (TABLE T-3) 

( ) 1.02 HANDWRITTEN EXPENSE REPORT FORM WITH ENTRIES EQUA^ 

TO 200 TYPEWRITTEN WORDS 
( ) 1.03 RECEIPTS FOR ALL EXPENSES 



2.00 PERFORMANCE 



GENSkAL STATEMENT OF PERFORMANCE AND RESULTING OUTCOME 
Tl JToI TRANSCRIBE EXPENSE REPORT TO TYPEWRITTEN FORM IN 
DUPLICATE EMPLOYING THE FOLLOWING OPERATIONS: 



2.02 CONVERT WORK STATION FOR TASK 

2.03 COMPARE INDIVIDUAL ENTRIES WITH RECEIPTS 

2.04 CHECK DAILY TOTALS 

2.05 CHECK ITEM TOTALS 

2.06 CHECK EXPENSE TOTAL 

2.07 TYPE EXPENSE REPORT 

2.08 TYPE EXPENSE REPORT AT PROFICIENT SPEED 

2.09 TYPE fiXPENSE REPORT AT ACCEPTABLE ACCURACY 

2.10 SEPARATE ORIGINAL AND CARBON 



3.00 EXTENT 



GENERAL STATEMENT OF EXTENT AND EXTENT OF RESULTING OUTCOME 
TT 370i EXPENSE REPORT IS TYPED NEATLY IN DUPLICATE TO 

APPROVAL OF BOARD OF EXPERT RATERS. TO BE COMPLETED 
/ WITHIN 1 HOUR WITH EACH OPERATION JUDGED AS SATISFACT- 
ORY OR UNSATISFACTORY 



Tl 3702" 



3.03 
3.04 
3.05 
3.06 
3.07 
3.08 
3.09 
3.10 



MARGINS AND TABS SET, MATERIALS POSITIONED FOR 

EFFICIENCY 
ALL INCORRECT ENTRIES CORRECTED 
SUMS ARE CORRECT 

SUMS AR6 CORRECT . # 

SUM IS CORRECT 

ALL NECESSARY INFORMATION CORRECTLY ENTERED 
MORE THAN 50 WORDS. PER MINUTE FOR TYPING TIME 
ALL ERRORS CORRECTED 

EXPENSE REPORT AND COPY ARE FRE|I OF SMUDGES . 




8i 



MISOE NO. 



PROGRAM BUSINESS,/ AND OFFIC E DIVISION 01 

OgCUPATIONS " 

rSOE CODE UNIT 04 

^ ■ TERMOB NO. 



1.00 CONDITION 

I" 



2.00 PERFORMANCE 

GENERAL STATEMENT OF PERFORMANCE AND RESULT ING OUTCOME 



\ 




\ 

3.00 EXTENT 

nENERAL STATEMENT OF EXTENT AND EXTENT OF RESULTING OUTCOME 



TYPEWRITING 



BUSINESS FORMS 




20-012 



8S . V 



ERIC 



^^^^^^^^^^^^^^^^ 



MISOE NO. 



PROGRAM BUSINESS AND OFFICE DIVISION 01 TYPEWRITING 

OCCUPATIONS 



UNIT 05 LEGAL DOCUMENTS 

TERMOB NO. 20-013f 



1.00 CONDITION 



1.01^, BASIC OFFICE SUPPLIES (T^^LE T-3) 

1.02 SUFFICIENT DATA TO COMPLETE PRINTED LEGAL DEED 

INCLUDING BUT NOT LIMITED TO: 

1.03 NAMES OF PARTIES INVOLVED ^ 

1.04 CONSIDERATION X 

1.05 DESCRIPTION OF PROPERTY BEING TRANSFERRED 

1.06 ENCUMBRANCES 

1.07 ENTRIES EQUAL TO l75 TYPEWRITTEN WORDS 




2 . 00 PERFORMANCE 



GENERAL STATEMENT OF PERFORMANCE AND RESULTING OUTCOME 
( ) 2.01 TYPE A PROPERTY TRANSFER DEED IN DUPLICATE 
EMPLOYING THE FOLLOWING PROCEDURE: 



2.02 
2.03 
2.04 
2.05 

2. 
2. 



•24 

1.07 



CONVERT WORK STATION FOR TASK 
ASSEMBLE CARBON PACK 
TYPE DEED 

TYPE DEED AT PROFICIENT SPEED 
TYPE DEED WITH ACCEPTABLE ACCURACY 
SEPARATE ORIGINAL AND CARBON 



3.00 EXTENT 



GENERAL STATEMENT OF EXTENT AND EXTENT OF RESULTING OUTCOME 
Tl 3701 PROPERTY TRANSFER DEED IS TYPED NEATLY IN DUPLICATE 

TO APPROVAL OF BOARD OF EXPERT RATERS. TO BE COMPLETEDl 
WITHIN 45 MINUTES WITH EACH OPERATION JUDGED AS 
SATISFACTORY OR UNSATISFACTORY 



C ) 3.02 



3.03 
3.04 
3.05 
3.06 
3.07 



■MARGINS AND TABS SET, MATERIALS POSITIONED FOR 

EFFICIENCY 
NEATLY AND CORRECTLY 

ALL NECESSARY INFORMATION CORRECTLY ENTERED 
MORE THAN 50 WORDS PER MINUTE FOR TYPING TIME 
ALL ERRORS CORRECTED 
DEED AND COPY ARE FREE OF SMUDGES 



MISOE NO. 



PROGRAM BUSINESS AND OFFICE 



USOE CODE NO(S) 



OCCUPATIONS 



DIVISION 01 
UNIT 05 
TERMOB NO. 



TYPEWRITING 



LEGAL DOCUMENTS 



20-013 



1*00 CONDITION 



2. -00 PERFORMANCE 

general" STATEMENT OP PERFORMANCE AND RESULTING OUTCOME 



3.00 EXTENT 

GENERAL STATEMENT OF EXTENT AND EXTENT OF RESULTING OUTCOME 



84 



ERIC 



HISOE NO. 



PfiOGRAM BUSINESS AND OFFICE 
OCCUPATIONS 



DIVISION 01 TYPEWRITING 
UNIT* 



05 LEGAL DOCUMENTS 



TERMOB NO. 20-014 



1.00 CONDITION 



( ) 1.01 ^ASIC OFFICE SUPPLIES (TABLE T-3) 
( ) 1.02 HANDWRITTEN LEGAL AGREEMENT 600 TYPE^Rlt^EN 
WORDS LONG 



2.00 PERFORMANCE 



GENERAL STATEMENT OF PERFORMANCE AND RESULTING OUTCOME 
( ) 2.01 TYPE LEGAL AGREEMENT FROM HANDWRITTEN COPY WITH 
TWO COPIES EMPLOYING THE FOLLOWING OPERATIONS: 



2*02 CONVERT WORK STATION FOR 'TASK 

2.03 ASSEMBLE CARBONS 

2.04 TYPE AGREEMENT AT PROFICIENT SPEED 

2.05 TYPE AGREEMENT WI*H ACCEPTABLE ACCURACY 

2.06 SEPARATE ORIGINAL AND COPIES 



3.00 EXTENT 



GENERAL STATEMEN'f' OF EXTENT AND EXTENT OF RESULTING OUTCOME 



Tl 3.01 LEGAL AGREEMENT IS T^PED NEATLY TO APPROVAL OF BOARD 
OF EXPERT RATERS . . TO BE COMPLETED WITHIN 1 HOUR 
- WITH EACH OPERATION JUDGED AS SATISFACTORY OR 
UNSATISFACTORY 



Tl 3.02 MARGINS AND TABS SET, MATERIALS POSITIONED FOR 

EFFICIENCY 
( ) 3.03 NEATLY AND CORRECTLY 

( ) 3.04 MORE THAN 50 WORDS PER MINUTE FOR TYPING TIME 

( )r 3.05 ALL ERRORS. CORRECTED 

( ) 3.06 ORIGINAL AND COPIES FREE OF SMUDGES 



ERIC 
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HISOE NO. 



PROGRAM BUSINESS AND OFFICE DIVISION 01 TYPEWRITING 

OCCUPATIONS 



USOE CODE HO(S) — " UNIT 05 LEGAL DOCUMENTS 



TERMOB NO. 20-014 



1*00 CONDITI 



n 

2.00 PERFORMANCE 

GENERAL STATEMENT OF PERFORMANCE AND RESULTING OUTCOME 



3.00 EXTENT 



GENERAL STATEMENT OF EXTENT AND EXTENT OF RES ULTING OUTCOME 

/' 




MiSOB NO.' 



PROGRAM BUSINESS AND OFFICE 
OCCUPATIONS 



DIVISION 01 TYPEWRITING 
UNIT ^ 05 LEGAL DOCUMENTS 
TERMOB NO. 20-015 



1,00 CONDITION 



( ) 
( ) 

( ) 
( ) 
( ) 



1.01 
1,02 

1.03 
1.04 
1.05 



BASIC OFFICE SUPPLIES (TABLE T-3) 

SUFFICIENT DATA TO PREPARE A LEGAL BACK INCLUDING 

BUT NOT LIMITED TO: 
NAMES OF PARTIES INVOLVED 
TITLE 

NAME AND ADDRESS OF DRAWING LAWYER y 



2.00 PERFORMANCE 



GENERAL STATEMENT OF PERFORMANCE AND RESULTING OUTCOME 
( ) 2.01 PREPARE A LEGAL BACK EMPLOYING THE FOLLOWING 
OPERATIONS 



Tl 2702 CONVERT WORK STATION FOR TASK 

( ) 2.03 FOLD BACK 

( ) 2.04 TYPE BACK AT PROFICIENT SPEED 

( ) 2.05 TYPE BACK WITH ACCEPTABLE ACCURACY 



3 , 00 EXTENT 



GENfiRAL STATEMENT OF EXTENT AND EXTENT OF RESULTING OUTCOME 
Tl 3701 LEGT^ BACK IS PREPARED NEATLY TO APPROVAL OF BOARD 
OF EXPERT RATERS. TO BE COMPLETED WITHIN 20 
MINUTES WITH EACH OPERATION JUDGED AS SATISFACTORY 
OR UNSATISFACTORY 



(1 3702 MARGINS AND TABS SET, MATERIALS POSITIONED FOR 
EFFICIENCY 

( ) 3,03 FORMING ONE 1 INCH GROOVE AND 4 EQUAL FOLDS 
BELOW GROOVi 

( ) 3.04 MORE THAN 50 WORDS PER MINUTE FOR TYPING TIME 
( ) 3,05 ALL ERRORS CORRECTED 
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ERIC 



MISOE NO. 



PROGRAM BUS INKS S ANf) OryTCE 

OCCUIPATIONS 

USOE CODE NO(S) 



DIVISION 01 
UNIT 05 
TERMOB NO. 



TYPEWRITING 



LEGAL DOCUMENTJ 



20-015 



1,00 CONDITION 



2,00 PERFORMANCE <- 

GENERAL STATEMENT OF PERFORMANCE AND RESULTING OUTCOME 



3.00 EX^NT' 

GENERAL IsTATEMENT OF EXTENT AND EXTENT OF RESULTING OUTCOME 




• 88 



■ft 



MXSOE NO. 
PROGRAM 



BUSINESS AND OFt'ICE 
OCCUPATIONS ' 



DIVISION 01 TYPEWRITING 
UNIT 06 PROOFREADING 

TERMOB NO. 20-016 



1.00 CONDITION 



( ) 
( ) 



1.01 
1.02 



( ) 1.03 



BASIC OFFICE SUPPLIES (TABLE T-3) 
ONE PAGE ROUGH DRAFT MANUSCRIPT WITH 10-15 
TYPOGRAPHICAL AND/OR GRAMMATICAL ERRORS 
TABLE OF PROOFREADERS' MARKS 



2 . 00 PERFORMANCE 



(^ENERA^ 



ST ATEMENT OF PERFORMANCE AND RESULTING OUTCOME 
PROOFREAD ROUGH DRAFT MARKING ALL ERRORS 
EMPLOYING THE FOLLOWING OPERATIONS 



Tl 2702 PROOFREAD 
( ) 2.03 INDICATE ERRORS 



3.00 EXTENT 



GENERAL STATEMENT OF EXTENT AND EXTENT OF RESULTING OUTCOME 
Tl 370l ROUGH DRAFT IS PROOFREAD AND READY FOR RETYPING TO 
APPROVAL OF BOARD OF EXPERT RATERS. TO BE COM- 
PLETED WITHIN 20 MINUTES WIT]* EACk OPERATION 
» JUDGED AS SATISFACTORY OR ul^SATISFACTORY 

("J 3702 CAREFULLY ^WWW' 

( ) 3.03 USING APPROPRIATE PROOFREADERS' MARKS 
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MISOE NO. 



PROGRAM BUSINESS AND OFFICE 

OCCUPATIONS 
USOE CODE NO(S) . 



1 



DIVISION 01 
UNIT 06 
TERMOB NO. 



TYPEWRITING 



20-015 



1.00 CONDITION ' 



2.00 PERFORMANCE 

GENERAL STATEMENT OF PERFORMANCE AND REStJL TING OUTCOME 



3,00 EXTENT 

GENERAL STATEMENT OF EXTENT AND EXTENT OF RESULTING OUTCOME 
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ERIC 



MISOB NO. 



PROGRAM BUSINESS AND OFFICE 
OCCUPATIONS 



I 



DIVISION of TYPEWRTTING 

UNIT 07 CARE ANl^ MATNTRWANCF. 

TERMOB NO. 2fl-.017 



1,00 CONDITION 



1.01 
1.02 



1.03 
1.04 



BASIC OFFICE SUPPLIES (TABLE T-3) 
TYPEWRITER CLEANING KIT: 
TYPE CLEANING FLUID 
TYPE CLEANING GUM 
IRUSH ' 
fPEWRITER OIL 
REfSLACEMENT RIBBON 
SERVICE MANUAL 




2.00 PERFORMANCE 



GENERAL STATEMENT OF PERFORMANCE AND RESULTING OUTCOME 
Tl 2701 PERFORM ROUTINE MAINTENANCE ON TYPEWRITER 
EMPLOYING THE FOLLOWING OPERATIONS: 



( ) 2.02 CLEAN TYPE 

D 2.03 OIL TYPEWRITER 

( ) 2,04 REMOVE OLD RIBBON 

( ) 2.05 INSTALL NEW RIBBON 

( )• 2.06 WASH EXTERIOR OF TYPEWRITER 



3.00 EXTENT 




GENERAL STATEMENT OF EXTENT AND EXTENT OF RESULTING OUTCOME . 

Tl ITOI ROUTINE MAINTENANCE IS PERFORMED ON TYPEWRITER TO 

APPROVAL OF BOARD OF EXPERT RATERS. TO BE COMPLETED 
WITHIN 1/2 HOUR WITH EACH OPERATION JUDGED AS 
SATISFACTORY OR UNSATISFACTORY 



3.02 ALLW:NK REMOVED/ ENCLOSED LETTERS FREE OF MATERIAL 

3.03 NEATLY AT POINTS INDICATED IN MANUAL 

3.04 WITH0U¥^AMAQ1NQ SMALL PARTS 

3.05 NEW RIBBON NOT KINKED AND IS OPERATING PROPERLY 

3.06 EXTERIOR FREE OF DIRT 



If 



ERIC 



PROGRAM BUSINESS AND OFFICE 

OCCUPATIONS 
USOE CODE NO(S) ~ 



1.00 CONDITION 



MISOE NO. 



DIVISION 01 
UNIT 07 
TERMOB NO. 



TYPEWRITING 



CARE AND MAINTENANCE 



20-017 



2.00 PERFORMANCE 

GENERAL STATEMENT OF PERFORMANCE AND RESULTING OUTCOME 



3.00 EXTENT 



GENERAL STATEMENT OF EXTENT AND EXTENT OF RESULTING . OUTCOME 
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ERIC 



MISOE NO. 



PROGRAM BUSINESS AND OFFICE 
OCCUPATIpNS 



DIVISION 02 nVVrCV. M&(!TTTWR.q 

UNIT 



01 .Pj?PLICATING 



TERMOB NO. 20-018 



1.00 CONDITION 



( ) 
( ) 
( ) 



•1.01 
1.02 
1.03 



BASIC OFFICE SUPPLIES (TABLE T-3) 
ELECTRONIC STENCIL MAKING MACHINE 
PRINTED ORIGINAL 



2.00 PERFORMANCE 



GENERAL STATEMENT OF. PERFORMANCE AND RESULTING OUTCOME 

T~5 270i MAKE A STENCIL EMPLOYING THE FOLLOWING OPERATIONS 



2.02 CONVERT WORK STATION FOR TASK 

2.03 INSERT ORIGINAL 

2.04 INSERT BLANK STENCIL 

2.05 'operate MACHINE 

2.06 REMOVE STENCIL 

2.07 REMOVE ORIGINAL *» 



3.00 EXTENT 



GENERAL STATEMENT OF EXTENT AND EXTENT OF RESULTING OUTCOME 
( ) 3.01 STENCIL IS MADE NEATLY TO APPROVAL OF BOARD OF EXPERT 
RATERS TO BE COMPLETED WITHIN 15 MINUTES WITH EACH 
OPERATION JUDGED AS SATISFACTORY OR UNSATISFACTORY 



Tl 3702" 



3.03 
3.04 
3,05 
3.06 
3.07 



ALL SETTINGS CORRECT, MATERIALS POSITIONED FOR 

ESFFXCXENfCY * 
NO WRINKLES, PROPERLY ALIGNED 
NO WRINKLES, PROPERLY ALIGNED 
SMOOTHLY AND PROPERLY 
NO WRINKLES 

NO WRINKLES OR SftUDGES 



ERIC 



MISOE NO. 



PROGRAM BUSINESS °AND OFFI CE DIVISION 02 

OCCUPATIONS 

USOB CODE NO(S) UNIT 01 

' TERMOB NO, 



OFFICE MACHINES 



DUPLICATING 



20-018 



1*00 CONDITION 



2.00 PERFORMANCE 

GENERAL STATEMENT OF PERFORMANCE AND RESULTING OUTCOME 



3.00 EXTENT 

GENERAL STATEMENT OF EXTENT AND EXTENT OF RESULTING OUTCOME 
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MISOE NO. 



PROGRAM BUSINES S AND O FFICE 
OCCUPATlOWy ^ 



DIVISION 02 OFFICE MACHINES 
UNIT 01 DUPLICATING 

TERMOB NO. 



20.015 



1.00 CONDITION 



( ) 1.01 BASIC OFFICE SUPPLIES (TABLE T-3) 
( ) 1.02 STENCIL MIMEOGRAPHING MACHINE 
( ) 1.03 PREPARED STENCIL 



2.00 PERFORMANCE 



GENERAL STATEMENT OF PERFORMANCE AND RESULTING OUTCOME 
Tl 2701 MIMEOGRAPH 10 COPIES OF STENCIL EMPLOYING THE 
FOLLOWING OPERATIONS: 



Tl 2702 CONVERT WORK STATION FOR TASK 

( ) 2.03 INSERT ORIGINAL 

( ) 2.04 OPERATE MACHINE 

( 6 ^ 2.05 REMOVE COPIES. 

( ) 2.06 REMOVE ORIGINAL 

( li 2.07 RESTORE MACHINE TO ORIGINAL CONDITION 



3.00 EXTENT 



GENERAL STATEMENT OF EXTENT AND EXTENT OF RESULTING OUTCOME 

10 COPIES ARE PREPARED NEATLY TO ^PROVAL OF BOARD 



TT 



!SU] 

3.01 10 COPIES ARE PREPARED NEATLY TO Wl 

OF EXPERT RATERS. TO BE COMPLETED WITHIN 15 MINUTES 
WITH EACH OPERATION JUDGED AS SATISFACTORY OR . 
UNSATISFACTORY 



■3702 MACHINE LOADED WITH PAPER AND INK/ ALL SETTINGS CORRECT 

3.03 CENTERED WITH NO -WRINKLES 

3.04 SMOOTHLY AND PROPERLY . 

3.05 COPIES ARE. FREE OF SMUDGES \ 

3.06 ORIGINAL IS WRINKLE FREE AND PREPARED FOR STORAGE 

3.07 ALL SWITCHES OFF, READINGS AT ZERO 
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/ 



ERIC 



PROGRAM 



BUSINESS AND OFFICE 
OCCUPATIONS 



USOE CODE NO(S) 



1.00 CONDITION 



MISOE NO. 



DIVISION 02 OFFICE MACHINES 
UNIT 01 DUPLICATIN5 

TERMOB NO. 20^019 



2.00 PERFORMANCE 

GENERAL STATEMENT OF PERFORMANCE AND RESULTING OUTCOME 



J 

3 . 00 EXTENT 

GENERAL STATEMENT OF EXTENT AND EXTENT OF RESULTING OUTCOME 




MISQE NO. 



PROGRAM BUSINESS AND OFFICE 
OCCUPATIONS 



DIVISION 02 OPPICE MjyrHTMRR 
UNIT 01 DUPLTCATI -^n 

TERMOB NO. 2Q-.020 



1.00 CONDITION 



( ) 1.01 BASIC OFFICE SUPPLIES (TABLE T-3) 
( ) 1.02 FLUID DUPLICATING MACHINE 
( ) 1.03 PREPARED MASTER 



2.00 PERFORMANCE 



GENERAL STATEMENT OF PERFORMANCE AND RESULTING OUTCOME 
( ) 2.01 DUPLICATE 10 COPIES OF MASTER EMPLOYING THE FOLLOWING 
OPERATIONS: 



2.02 CONVERT WORK STATION FOR TASK 

2.03 INSERT ORIGINAL 

2.04 OPERATE MACHINE 

2.05 REMOVE COPIES 

2.06 REMOVE ORIGINAL 

2.07 RESTORE MACHINE TO ORIGINAL CONDITION 



3 . 00 EXTENT 



GENERAL STATEMENT OF EXTENT AND EXTENT OF RESULTING OUTCOME 
( ) 3.01 10 COPIES ARE PREPARED NEATLY TO APPROVAL OF BOARD OF 
EXPERT RATERS. TO BE COMPLETED WITHIN 15 MINUTES WITH 
EACH OPERATION JUDGED AS SATISFACTORY OR UNSATISFACTORY. 



TT 3702" 



3.03 
3.04 
3.05 
3.06 
3.07 



MACHINE LOADED WITH PAPER AND FLUID, ALL SETTINGS 
CORRECT 

CENTERED WITH NO WRINKLES 
SMOOTHLY AND PROPERLY 
COPIES ARE. FREE OF SMUDGES 

ORIGINAL IS WRINKLE FREE AND PREPARED FOR STORAGE 
ALL SWITCHES OFF, READINGS AT ZERO , 
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ERIC 



MISOE NO. 



OFFICE MACHINES 

DUPLICATING 

20-020 



2.00 PERFORMANCE 

rtENERAL STATEMENT OF PERFORMANCE AND RESULTING OUTCOME 



3.00 EXTENT 

GENERAL STATEMENT OF EXTENT AND EXTENT OF RESULTING OUTCOME 
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ERLC 



PROGRAM BUSINESS AND OFFICE DIVISION 02 

OCCUPATIONS 

USOE CODE NO(S) ~ " UNIT 01 

TERMOB NO. 



1.00 CONDITION 



MISOE MO. 



piOGRAM BUSIN^ . ?S AND OFFICE 



OCCUPATIONS 



DIVISION 02 OFFICE MACHINES 
UNIT 01 DUPLICATING 

TERMOB NO. ' 20-021 



1.00 CONDITION 



( ) 1.01 BASIC OFFICE SUPPLIES (TABLE T-3) 
( ) 1.02 PHOTOCOPY DUPLICATING MACHINE 
( ) 1.03 TYPEWRITTEN ORIGINAL 



2.00 PERFORMANCE 



nPWPPat. STATEMENT OF PF.RF ORMANCE AND RESULTING OUTCOME 
GENERAL^ST ATEMENT^OF g^^^^^ ORIGINAL EMPLOYING THE FOLLOWING 

PROCEDURE : 



2.02 CONVERT WORK STATION FOR TASK 

2.03 INSERT ORIGINAL 

2.04 OPERATE MACH INE 

2.05 REMOVE COi»IES 

2.06 REMOVE ORIGINAL 

2.07 RESTORE MACHINE TO ORIGINAL CONDITION 



3.00 EXTENT 



GENERAL ST ATEMENT OF EXTENT AND EXTENT OF RESULTING OUTCOME 

TT 3.01 10 COPIES ARE PREPARED NEATLY TO APPROVAL OF BOARD ^ 

OF EXPERT RATERS. TO BE COMPLETED WITHIN 15 MINUTES 
WITH EACH OPERATION JUDGED AS SATISFACTORY OR 
UNSATISFACTORY 



T~5 3T02 



3.03 
3.04 
3.05 
3.06 
3.07 



MACHINE LOADED WITH PAPER AND TONER, ALL SETTINGS 

CORRECT .A 
CENTERED WITH NO WRINKLES ' 
SMOOTHLY AND PROPERLY 

COPIES ARE FREE OF WRINKLES AND EXTRANJEOUS MARKS 
ORIGINAL IS WRINKLE AND SMUDGE FREE 
ALL SWITCHES OFF, READINGS AT ZERO 





MISOE NO. 



PROGRAM pTTgTKrpgg awn nvvTCiV. DIVISION 02 OFFICE MACHINES 

OCCUPATIONS - ^ 

OSOE CODE NO(S) UNIT 01 DUPLICATING 

' TERMOB NO. 20-021 



1.00 CONDITION 



2.00 PERFORMANCE 

GENERAL STATEMENT OF PERFORMANCE AND RESULTING OUTCOME 



3.00 EXTENT 

GENERAL STATEMENT OF EXTENT AND EXTENT OF RESULTING OUTCOME 

ii 



/ 



HISOE NO. 



PROGRAM BUSINE .q.q ANp OFPTCE 
OCCUPATIONS 



DIVISION 02 OFFT^P MA^wTwcg 
UNIT 02 CALCUIATIN f; 

TERMOB NO. 20-022 



1,00 CONDITION 



1.01 
1.02 
1.03 
1.04 
1.05 
1.06 



BASIC OFFICE SUPPLIES (TABLE T-3) 

FULL KEYBOARD ADDING MACHINE WITH PRINTED TAPE READOUT 
SAMPLE PROBLEM INVOLVING ADDITION 
SAMPLE PROBLEM INVOLVING SUBTRACTION 
SAMPLE PROBLEM INVOLVING MULTIPLICATION 
SAMPLE PROBLEM INVOLVING DIVISION 



2.00 PERFORMANCE 



G ENERAL STATEMENT OF PERFORMANCE AND RESULTIN G OUTCOME 

"^^Tl 270i SOLVE PROBLEMS ON ADDING MACHINE EMPLOYING THE 

FOLLOWING OPERATIONS: 



2.02 
2.03 
2.04 
2.05 
2.06 



CONVERT WORK STATION FOR TASK 
PERFORM ADDITION OPERATION 
PERFORM SUBTRACTION OPERATION 
PERFORM MULTIPLICATION OPERATION 
PERFORM DIVISION OPERATION 



3.00 EXTENT 



GENERAL STATEMENT OF EXTENT AND EXTENT OF RESULTING OUTCOME 

7~5 370l PROBLEMS ARE SOLVED ACCURATELY TO APPROVAL OF BOARD 

OF EXPERT RATERS. TO BE COMPLETED WITHIN 15 MINUTES 
WITH EACH OPERATION JUDGED AS SATISFACTORY OR 
UNSATISFACTORY 



7~5 3702 ALL MACHINE SETTINGS CORRECT, MATERIALS POSITIONED 

FOR EFFICIENCY 
( ) 3.03 WITH NO ERRORS, SUM IS CORRECT 
( ) 3.04 WITH NO ERRORS, DIFFERENCE IS CORRECT 
( ) 3.05 WITH NO ERRORS, PRODUCT IS CORRECT 
( ) 3.06 WITH NO ERRORS, QUOTIENT IS^ CORRECT 
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ERIC 



MISOE NO. 



PROGRAft BUSINESS AND OFFICE 



USOE CODE NGIJ(S) 



OCCUPATIONS 



1.00 CONDITION 



\ DIVISION 02 
UNIT 02 
TERMOB NO. 

' ■ \ 

1 



OFFICE MACHINES 



CALCULATING 



20-022 



2.00 PERFORMANCE 

GENERAL STATEMENT OF PERFORMANCE A!^D RESULTING OUTCOME 



3,00^ EXTENT 

GENERAL STATEMENT OF EXTENT AND EXTENT OF RESULTING OUTCOME 
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ERIC 



MISOE NO 



PROGRAM f^iisTNR.qfl amp o vptce 

orOIPATTONS 



DIVISION 02 ^^gPTPP MarwTMffig- 
UNIT 02 <7AT.r!m.ATT Wr; 

TERMOB NO. ?0-Q23 



1.00 CONDITION 



1.01 
1.02 
1.03 
1.04 
1.05 



BASIC OFFICE .SUPPLIES (TABLE T-3) 

TEN KEY ADDING MACHINE WITH PRINTED TAPE READOUT 
SAMPLE PROBLEM INVOLVING ADDITION 
SAMPLE PROBLEM INVOLVING SUBTRACTION 
SAMPLE PROBLEM INVOLVING MULTIPLICATION 



2.00 PERFORMANCE 



GENERAL STATEMENT OF PERFORMANCE AND RESULTING OUTCOME 
Tl 2701 SOLVE PROBLEMS ON ADDING MACHINE EMPLOYING THE 
FOLLOWING OPERATIONS: i 



TT 2^ CONVERT WORK STATION FOR TASK 

( ) 2.03 PERFORM ADDITION OPERATION 

( ) 2.04 PERFORM SUBTRACTION OPERATION 

( ) 2.05 PERFORM MULTIPLICATION OPERATION 



3.00 EXTENT 



ERIC 



GENERAL STATEMENT OF EXTENT AND EXTENT OF RESULTING OUTCOME 
TT Ol PROBLEMS ARE SOLVED ACCURATELY TO APPROVAL OF BOARD 
OP EXPERT RATERS. TO BE COMPLETED WITHIN 15 MINUTES 
WITH EACH OPERATION JUDGED AS SATISFACTORY OR 
UNSATISFACTORY I 



ALL MACHINE SETTINGS CORRECT, MATERIALS POSITIONED 

POR EFFICIENCY. 
WITH NO ERRORS, SUM IS CQRRECT 
WITH NO ERRORS, DIFFERENCE IS CORRECT 



3.05 ♦WITH NO ERRORS, PRODUCT IS CORRECT 



( ) 3.02 



( ) 
( ) 
( ) 





iiimiiiiiiMiili 



MISOE NO. 



PROGRAM BUSINESS AND OFFICE 



USOE CODE NO(S) 



OCCUPATIONS 



DIVISION 02 
UNIT 02 
TERMOB NO. 



OFFICE MACHINES 



CALCULATING 



20-023 



1.00 CONDITION 



2.00 PERFORMANCE ^ 

GENERAL STATEMENT OF PERFORMANCE AND RESULTING OUTCOME 



t 

3 . 00 EXTENT 

GENERAL STATEMENT OF EXTENT AND EXTENT OF RESULTING OUTCOME 
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ERIC 



MISOE NO. 



PROGRAM 



BUSINESS AND OFFICE 



OCCUPATIONS 



DIVISION 02 orFTCp; w^^riHTwi??? 

UNIT 02 rAT.CUiATiN n 

4 

TERMOB NO. ?0-.024 . 



1.00 CONDITION 

( ) 1.01 BASIC OFFICE SUPPLIES (TABLE T-3) 

( ) 1.02 ELECTRONIC CALCULATOR WITH ILLUMINATED DIGITAL READOUT 

( ) 1.03 SAMPLE PROBLEM INVOLVING ADDITION 

( ) 1.04 SAMPLE PROBLEM INVOLVING SUBTRACTION 

( ) 1.05 SAMPLE PROBLEM INVOLVING MULTIPLICATION 

( ) 1.06 SAMPLE PROBLEM INVOLVING DIVISION 



2.00 PERFORMANCE 



GENERAL STATEMENT OF PERFORMj^CE AND RESULTING OUTCOME 

1~) 2701 SOLVE PROBLEMS ON CALCULATOR EMPLOYING THE 

FOLLOWING OPERATIONS: 



7~5 2702 CONVERT WORK STATION FOR TASK 

(. ) 2.03 PERFORM ADDITION OPERATION _ 

( ) 2.04 PERFORM SUBTRACTION OPERATION 

( ) 2.05 PERFORM MULTIPLICATION OPERATION 

( ) 2.06 PERFORM DIVISION OPERATION 



3.00* EXTENT 
I 



GE NERAL 'STATEMENT OF EXTENT AND EXTENT OF RESULTING OUTCOME 

7~5 JToi PROBLEMS ARE SOLVED ACCURATELY TO APPROVAL OF BOARD 

OF fejiPERT RATERS. TO BE COMPLETED WITHIN 15 MINUTES 
WITH EACH OPERATION JUDGED AS SATISFACTORY OR 
UNSATISFACTORY 



^-(-^ 3702 ALL MACHINE SETTIN^SS CORRECT, MATERIALS POSITIONED 

FOR EFFICIENCY 
( .) 3.03 WITH NO ERRORS, SUM IS CORRECT 
( ) 3.04 WITH NO ERRORS, DIFFERENCE IS CORRECT 
( ) 3.05 WITH NO ERRORS, PRODUCT IS CORRECT 
J ( ) 3.06 WITH NO ERRORS, QUOTIENT IS CORRECT 

1U3 



ERLC 



MISOE NO. 



PROGRAM BUSINESS AND OFFICE 



USOE CODE NO(S) 



OCCUPATIONS 



DIVISION 02 
UNIT 02 
TERMOB NO. 



OFFICE MACHINES 



■CXLeOLATlUG 



■20-024' 



1,00 CONDITION 



2.00 PERFORMANCE ^ 

GENERAL STATEMENT OF PERFORMANCE AND RESULTING OUTCOME 



3.00 EXTENT . 

GENERAL STATEMENT OF EXTENT AND EXTENT OF RESULTING OUTCOME 



lUi 




MISOE NO. 



PROGRAM BUSINESS AND OFFICE 
OCCUPATIONS 



Wt 



DIVISION 02 OFFICE MACHINES 
UNIT 03 TRANSCRIBING . 

TERMOB NO. 20-025 



1.00 CONDITION 



( ) 1.01 BASIC OFFICE SUPPLIES (TABLE T-3) 
( ) 1.02 TRANSCRIBING MACHINE 

( ) 1.03 TAPE, DISC OR BELT WITH SHORT MEMO (LESS THAN 
200 WORDS) RECORDED 



2.00 PERFORMANCE 



GENERAL STATEMENT OF PERFORMANCE AND RESULTING OUTCOME 
Tl 2701 TRANSCRIBE SHORT MEMO FROM TAPE TO TYPEWRITTEN FORM 
EMPLOYING THE FOLLOWING OPERATIONS: 



Tl 2702 CONVERT WORK STATION FOR TASK 
( ) 2.03 TYPE MEMO IN CENTER OP PAGE 
( ) 2.04 TYPE MEMO WITH ACCEPTABLE ACCURACY 



3.00 EXTENT 



GENERAL STATEMENT OF EXTENT AND EXTENT OF RESULTING OUTCOME 

370i SHORT MEMO TRANSCRIBED ACCURATELY TO APPROVAL OF BOARD ' 
OF EXPERT RATERS TO BE COMPLETED WITHIN 15 MINUTES WITH 
EACH OPERATION JUDGED AS SATISFACTORY OR UNSATISFACTORY. 



"TT 3702 ALL SETTINGS CORRECT, MATERIALS POSITIONED FOR 
EFPIClENfiY 

( ) 3.03. CENTERED, MARGINS AND SPACING CORRECT 
( ) 3.04 ALL ERRORS CORRECTED 
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ERIC 



MISOE NO. 



PROGRAM BUSINESS AND OFFICE 
USOE CODE NO{S) ^ 



1.00 CONDITION 



DIVISION 02 
UNIT 03 
TERMOB NO. 



OFFICE MACHINES 



TRAn.qCRIBING 



20-025 



n 



2.00 PERFORMANCE ' V 

GENERAL STATEMENT OF PERFORMANCE AND RESULTING OUTCOME 



3.00 EXTENT 



GENERAL. STATEMENT OF .EXTENT AND EXTENT OF RESULTING OUTCOME 




MISOE NO* 



PROGRAM BUSINESS AND OFFICE 
OCCUPATIONS ~~~ 



DIVISION 02 OFFICE MACHINES 
UNIT 04 BOOKKEEPING 

TERMOB NO. 20-026 



1,00 CONDITION 



( ) 

( ) 

( ) 

( > 



1.01 
1.02 
1.03 
1.04 



BASIC OFFICE SUPPLIES (TABLE T-3) 
POSTING MACHINE 
25 INVOICES 

FILE OF ACCOUNTS RECEIVABLE LEDGER CARDS 



2.00 PERFORMANCE 



GENERAL STATEMENT OF PERFORMANCE AND RESULTING OUTCOME 
-p) 27oi POST INVOICE ITEMS TO ACCOUNT CARDS EMPLOYING THE 
FOLLOWING OPERATIONS: 



XT 2702 CONVERT WORK STATION FOR TASK 

( ) 2.03 PICK UP OLD BALANCE 

( ) 2.04 PRINT INVOICE NUMBER 

( ) 2.05 ENTER AMOUNT TO BE POSTED 

( ) 2.06 ENTER NEW BALANCE 



3.0»'"~W«1BNT 



GENERAL STATEMENT OF EXTENT AND EXTENT'^F RESULTING OUTCOME 
J-f 3701 INVOICE ITEMS POSTED TO ACCOUNT CARDS ACCURATELY TO 
APPROVAL OF BOARD OF EXPERT RATERS. TO BE COMPLETED 
WITHIN 1 HOUR WITH EACH OPERATION JUDGED AS SATISFACTORY 
OR UNSATISFACTORY 



( ) 3.02 ALL MACHINE SETTINGS CORRECT, MATERIALS POSITIONED 

FOR EFFICIENCY 

{ ) 3.03 ACCURATELY 

(J 3.04 ACCURATELY. 

( ) 3.05 ACCURATELY 

( ) 3.06 BALANCE IS CpRRECT., NO ERRORS 

^ ■ 107 ^ . 




iiililiiil 



MISOE NO. 



PROGRAM BUSINESS AND OFFICE 

OCCUPATIONS 
OSOE CODE NO(S)" 



DIVISION 02 
UNIT 04 
TERMOB NO. 



OFFICE MACHINES 



BOOKKEEPING 



20-026 



1.00 CONDITION 



2.00 PERFORMANCE 

GENERAL STATEMENT OF PERFORMANCE AND RESULTING OUTCOME 



3.00 EXTENT 

GENERAL STATEMENT OF EXTENT AND EXTENT OF RESULTING OUTCOME 
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ERIC 



MISOE NO. 



PROGRAM BUSINESS AND OFFICE 
OCClrt>ATIONS 



DIVISION 03 QFPTriB -pyz^rn^rrv. 



UNIT 



01 rin**'^^^'^^^'^'^*^^'' 



TERMOB NO. 



1.00 CONDITION 



( ) 1.01 BASIC OFFICE SUPPLIES (TABLE T-3) 

( ) 1.02 RINGING TELEPHONE 

( ) 1.03 BOSS IS OUT FOR THE DAY 



2.00 F^RFORMANCE 



GENERAL STATEMENT OF PERFORMANCE AND RESULTING OUTCOME 
7~1 zTol EXTEND SERVICE TO TELEPHONE CALLER EMPLOYING THE 
FOLLOWING OPERATIONS: 



2.02 ANSWER THE PHONE, 

2.03 TALK INTO THE MOUTHPIECE 

2.04 LISTEN TO THE CALLER 

2.05 OBTAIN SUFFICIENT INFORMATION FOR MESSAGE 

2.06 TERMINATE THE TELEPHONE CALL 



3.00 EXTENT 



GENERAL STATEt-lENT OF EXTENT AND EXTENT OF RESULTING OUTCOME 
Yl SToi SERVICE IS EXTENDED COURTEOUSLY TO APPROVAL OF 
BOARD OF EXPERT RATERS. TO BE COMPLETED WITHIN 
5 MINUTES WITH EACH OPERATION JUDGED AS SATISFACTORY 
OR UNSATISFACTORY 



3.02 PROMPTLY 

3.03 DISTINCTLY AND SLOWLY 

3.04 ATTENTIVELY 

3.05 RECORDED ACCURATELY 

3.06 POLITELY REPLACING PHONE GENTLY 



ERIC 



MISOE NO. 



PROGRAM BUSINESS AND OFFICE 

OC CPPATIONS 
,USOE CODE NO{S) 



1.00 CONDITION 



DIVISION 03 



UNIT 



01 



TERMOB NO. 



OFFICE PRACTICE 



AND PROCEDURES 



COMMUNICATIONS 



20-027 



2.00 PERFORMANCE 

GENERAL STATEMENT OF PERFORMANCE AND RESULTING OUTCOME 



9 



3.00 EXTENT 

GENERAL STATEMENT OF EXTENT AND EXTENT OF RESULTING OUTCOME' 



110. 



MISOE NO 



PROGRAM BUSINESS AND OFFICE 
OCCUPATIONS 



DIVISION 03 
UNIT OX 



OFFICE PRACTICE 
AND PROCEDURE 
COMMUNICATIONS 



TERMOB NO. ^20..028 



1.00 CONDITION 



( ) 
( ) 



1.01 
1.02 



BASIC OFFICE SUPPLIES (TABLE T-3) 

INSTRUCTIONS TO PLACE A TELEPHONE CALL TO CANCEL 
APPOINTMENT FOR BOSS 



2.00 PERFORMANCE 



GENERAL STATEMENT OF PERFORMANCE AND RESULTING OUTCOME 
IT 270l PLACE A TELEPHONE CALL EMPL0Y3LN&:.-THE FOLLOWING 
OPERATIONS : 



2.02 OBTAIN TELEP;iONE NUMBER 

2.03 DIAL TELEPHONE 

2.04 TALK INTO THE MOUTHPIECE 

2.05 TERMINATE THE TELEPHONE CT^L 

2.06 RECORD CONVERSATI<iN 



3.00 EXTENT 



GENERAL STATEMENT OF EXTENT AND EXTENT OF RESULTING OUTCOME 
( ) 3.01 TELEPHONE CALL PLACED TO CORRECT DESTINATION TO 

APPROVAL OF BbARD OF EXPERT RATERS . TO BE COMPLETED 
WITHIN 5 MINOTES WITH EACH OPERATION JUDGED AS 
SATISFACTORY OR UNSATISFACTORY 



Tl 3.02 CORRECT NUMBER OBTAINED 

( ) 3.03 CORRECT NUMBER DIALED 

( ) 3.04 DISTINCTLY AND SLOWLY 

( ) 3.05 POLITELY, REPLACING PHONE GENTLY 

( ) 3.06 CORRECTLY IN TELEPHONE LOG 



ERIC 



J. jlI 



MISOE NO. 



PROGRAM BUSINESS AND OFFICE DIVISION 03 OFFICE PRACTICE 

OCCUPATIONS j^D PROCEDURE 

USOE CODE NO(S) UNIT 01 COMMUNICATIONS 



TERMOB NO. 20-028 



1,00 CONDITION 



2.00 PERFORMANCE 

GENERAL STATEMENT^F-PERFX>RMANCE-AND JRESULTlNG_OUTCQME 



3.00 EXTENT 

GENERAL STATEMENT OF EXTENT AND EXTENT OF RESULTING OUTCOME 



ERIC 



HISOE NO. . 



PROGRAM BUSINESS AND OFFICE 
OCCUPATIONS 



DIVISION 03 Qffxr'P y nnnmrrw 



UNIT 



02 ptt ^TjX*'^ mwTAOT 



TERMOB NO. 20-029 



1.00 CONDITION 



( ) 1.01 BASIC OFFICE SUPPLIES (TABLE T-3) 
{ ) 1.02 (?ALLER WITHOUT AN APPOINTMENT 



2.00 PERFORMANCE 



GENERAL STATEMENT OF PERFORMANCE AND RESULTING OUTCOME 

-pj 2701 RECEIVE CALLER EMPLOYING THE FOLLOWING OPERATIONS : 



Tl 2702 GREET PALLER 

( ) 2.03 OBTAIN CALLER'S NAME, BUSINESS, AND NATURE OF VISIT 
( ) 2.04 ANNOUNCE CALLER 



3.00 EXTENT 



GeIIERAL STATEMENT OF EXTENT AND EXTENT OF TlESULl'lHO OUTCOME 

J-) 37oi CALLER RECEIVED COURTEOUSLY TO APPROVAL OF BOARD 

OF EXPERT RATERS. TO BE COMPLETED WITHIN 5 
MINUTES WITH EACH OPERATIC^ JUDGED AS 
SATISFACTORY OR UNSATISFACTIORY 




( ) 3.02 POLITELY 

( ) 3.03 TACTFULLY 

( ) 3.04 AT PROPER TIME 



ERIC 
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4 4 



I 



MISOE NO. 



PROGRAM BUSINESS AND OFFICE 



USOE CODE NO(S) 



OCCUPATIONS 



1,00 CONDITION 



DIVISION 03 
UNIT 02 
TERMOB NO. 



OFFICE PRACTICE 



AND PROCEDURE 



PUBLIC CONTACT 



20-029 



2.00 PERFORMANCE 

GENERAL STATEMENT OF PERFORMANCE AND RESULTING OUTCOME 




3.00 EXTENT 

GENERAL STATEMENT OF EXTENT AND EXTENT OF RESUL TING OUTCOME 
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\ erJc 



MISOE NO. 



PROGRAM 



.1 



BUSINESS AND OFFICE 
OCCUPATIONS 



DIVISION 03 OFFICE PRACTICE^ 



UNIT 



AND PROCEDURES 



02 PUBLIC CONTACT 



TERMOB NO. 



20-030 



V 



1.00 CONDITION 

( ) 1.01 BASIC OFFICE SUPPLIES (TABLE T-3) 

( ) 1.02 BELLIGERENT CALLER WITH COMPLAINT ABOUT A SERVICE 

FOR WHICH YOU ARE NOT RESPONSIBLE 
( ) 1.03 LIST OF COMPANY DEPARTMENTS AND FUNCTIONS 



2.00 PERFORMANCE 



GENERAL STATEMENT OF PERFORMANCE AND RESULTING OUTCOME 

Tl 2.01 RECEIVE CALLER EMPLOYING THE FOLLOWING OPERATIONS : 



rn 2702" 
T ) 2.03 
( ) 2.04 



GREET CALLER 

EXPLAIN THAT CALLER IS IN THE WRONG OFFICE 
DIRECT CALLER 



3.00 EXTENT 



GENERAL STATEMENT OF EXTENT AND EXTENT OF RESULTING OUTCOME 
Tl 3.01 CALLER RECEIVED COURTEOUSLY TO APPROVAL OF BOARD 

OF EXPERT RATERS. TO BE COMPLETED WITHIN 5 MINOTES 
WITH EACH OPERATION JUDGED AS SATISFACTORY OR 
UNSATISFACTORY 



( ) 3.02 POLITELY 
( ) 3.03 TACTFULLY 

-( ) 3.04 TO PROPER DEPARTMENT WITH COURTESY GIVING ' EXPLICIT 
. DIRECTIONS 
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ERIC 



MISOE NO. 



PROGRAM BUSINESS AND OFFICE 



USOE CODE NO{S) 



OCCUPATIONS 



DIVISION 03 
UNIT 02 
TERMOB NO. 



OFFiCE PRACTICE 



AND PROCEDURE 



PUBLIC CONTACT 



20-030 



1.00 CONDITION 



2,00 PERFORMANCE . 

GENERAL STATEMENT OF PERFORMANCE AND RESULTING OUTCOME 



3.00 EXTENT 



GENERAL STATEMENT OF EXTENT AND EXTENT OF RESULTING OUTCOME 



lie 



ERIC 



MISOE NO, 



PROGRAM BUSINESS AND OPPICE 
OCCUPATIONS 



DIVISION 03 nvvrrv. pp&rrTrp 

AT^n ppnrwnTTRT:; 

UNIT 03 MaxT. \ 



TERMOB NO. 



1.00 CONDITION 



( ) 1.01 BASIC OFFICE SUPPLIES (TABLE T-3) 

( ) 1.02 25 ASSORTED PIECES OF MAIL TO BE SENT OUT 

( ) 1.03 WEIGHING SCALE 



2.00 PERFORMANCE 



GENERAL STATEMENT OF PERFORMANCE AND RESULTING OUTCOME 
TT 2T0i PREPARE MAIL TO BE SENT OUT EMPLOYING THE 
FOLLOWING OPERATIONS r 



T) 2702 SELECT METHOD OF TRANSPORT FOR EACH PIECE 
( ) 2.03 FILL OUT REQUIRED TAGS AND SHIPPING FORMS 



3.00 EXTENT 



GENERAL STATEMENT OF EXTENT AND EXTENT OF RESULTING OUTCOME 
71 3701 MAIL PREPARED TO BE SENT OUT NEATLY TO APPROVAL 

OF BOARD OF EXPERT RATERS. TO BE COMPLETED WITHIN 
1 HOUR WITH EACH OPERATION JUDGED AS SATISFACTORY 
OR UNSATISFACTORY 



TT 3702 MOST EFFICIENT METHOD SELECTED 
( ) 3.03 NEATLY AND ACCURATELY 



ERIC 
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MISOE NO. 



PROGRAM BUSINESS AND OFFICE 
USOE CODE NO(S) ~~~~~ 



DIVISION 03 
UNIT 03 
TERMOB NO. 



OFFICE PRACTICE 



AND PROCEDURE 



20-031 



1.00 CONDITION 



2.00 PERFORMANCE 

GENERAL STATEMENT OF PERFORMMJCE A^D RESULTING OUTCOME 




3,00 EXTENT 

GENERAL STATEMENT OF EXTENT AND EXTENT OF RESULTING OUTCOME 
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ERIC 



MISOB NO. 



PROGRAM BUSINESS AND OFFICE- 



DIVISION 03. OFFICE PRACTICE 
AND PROCEDURE 

03 



UNIT 
TERMOB NO. 



MAIL 



20-032 



I. 00 CONDITION 



( ) 
( ) 



1.01 
1.02 



BASIC OFFICE SUPPLIES (TABLE T-3) 
25 i»IECES OF INCOMING MAIL 



2.00 PERFORMANCE 



GENERAL STATEMENT OF PERFORMANCE AND RESULTING OUTCOME 
Xl 2701 DISTRIBUTE MAIL EMPLOYING THE FOLLOWING OPERATIONS 



( ) 2.02 CONVERT WORK STATION FOR TASK 

( ) 2.03 OPEN MAIL ^ 

( ) 2.04 DATE STAMP HAIL 

( ) 2.05 DISTRIBUTE MAIL 



3.00 EXTENT 



GENERAL STATEMENT OF EXTENT AND EXTENT OF RESULTING OUTCOME 
Yl 3701 MAIL DISTRIBUTED ACCURATELY TO APPROVAL OF BOARD OF 
EXPERT RATERS TO BE COMPLETED WITHII? 30 MINUTES WITH 
EACH OPERATION JUDGED AS SATISFACTORY OR UNSATISFACTORY 



71 3702 MATERIALS POSITIONED FOR EFFICIENCY 

( ) 3,03 NEATLY, WITHOUT DESTROYING CONTENTS OF PACKAGES 

( ) 3.04 NEATLY, NO SMUDGES 

( ) 3.05 TO PROPER 6FT1CES 
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ERIC 



Ma 



4 



MISOE NO. 



PROGRAM BUSINESS AND OFFICE 

OCCUPATIONS 

USOE CODE NO{S) 



DIVISION 03 
UNIT 03 
TERMOB NO. 



OFFICE PRACTICE 
AttD PROCEDURE 



MAIL 



20-032 



UOO CONDITION 



2.00 PERFORMANCE i 

^^^«l^n».T. flTXTEMENT OfWerFORMANCE AND PKSUT.TING OUTCOME 



3.00 EXTENT 

..M.o.r. «n^XTfiMENT OF FVTKNT AND EXTENT OF RESULTING OUTCOME , 



\20 



ERIC 



MiSOE NO. 



PROGRAM 



BUSINESS AND OFFICE 



DIVISION 03 np-PTrp ppar^rr-p 
UNIT 04 f^agHTTTPTWrs ^ . 



TEBMOB NO. 



.20-033. 



1.00 CONDITION 



( ) 1.01 BASIC OFFICE SUPPLIES (TABLET- 
( ) 1.02 CASH REGISTER 

( ) 1.03 CASH CUSTOMER WITH PURCHASES 




L; 2.00 PERFORMANCE 



GENERAL STATEMENT OF PERFORMANCE AND RESULTING OUTCOME 
fl 2.01 EXTEND SERVICE TO CUSTOMER EMPLOYING .THE FOLLOWING 
OPERATIONS : 



( 


) 


2.02 


GREET CUSTOMER 


( 


) 


2.03 


ENTER AMOUNT OF PURCHASES 


( 


) 


2.04 


COMPUTE TOTAL 


( 


) 


2.05 


MAKE CHANGE 


( 


) 


2.06 


WRAP PACKAGES 


( 


) 


2.07 


TERMINATE TRANSACTION 



3.00 EXTENT 



r 



— — ^- ^ — 

GENERAL STATEt^NT OF EXTENT AND EXTENT OF RESULTING OUTCOME 
Tl 3701 SERVICE IS EXTENDED COURTEOUSLY TO APPROVAL OF BOARD 
OF EXPERT RATERS. TO BE COMPLETED WITHIN 10 MINUTES 
WITH EACH OPERATION JUDGED AS SATISFACTORY OR 
UNSATISIJ-ACTORY 



T~y 3.02 POLITELY 

( ) 3.03 ACCURATELY, NO ERRORS 

( ) 3.04 ACCURATELY, SUM IS CORRECT 

( ) 3.05 ACCURATELY J NO ERRORS 

( ) 3.06 NEATLY 

( ) 3.07^ POLITELY ^gj^ 



ERIC 



MISOE NO. 



PROGRAM BUSINES'S AND OFFICE 

OCCUPATIONS 

tJSOE CODE NO(S) 



1.00 CONDITION 



2.00 PERFORMANCE 

GENERAL STATEMENT OF PERFORMANCE AND RESULTING OUTCOME 




DIVISION 03 OFFICE PRACTICE 

AND PROCEDURE 
UNIT 04 CASHIERING 

TBRMOB NO. 20-033 ~~ 



3,00 EXTENT 

GENERAL STATEMENT OF EXTENT AND EXTENT OF RESULTING OUTCOME 
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MISO& NO 



PROGRAM BUSINESS AND OFFICE. 
OCCUPATIONS 



DIVISION 03 OyPICE PRACTICE 

AND PROCEDURE 

UNIT 04 CASHIERING 



TERMOB NO. 



20-034 



1.00 CONDITION 



( ) 
( ) 
( ) 



1.01 
1.02 
1.03 



BASIC OFFICE SUPPLIES (TABLE T-3) 
CASII MIGISTER 

CREDIT CUiSTOMER WITH PURCHASES 



2.00 PERFORMANCE 



GENERAL STATEMENT OF PERFORMANCE AND RESULTING OUTCOME 
i ) 2*01 EXTEND SERVICE TO CUSTOMER EMPLOYING THE FOLLOWING 
OPERATIONS : 



2.02 GREET CUSTOMER 

2.03 ENTER AMOUNT OF PURCHASE ON REGISTER 

2.04 COMPUTE TOTAL 

2.05 PILL OUT CREDIT INVOICE 

2.06 OBTAIN CUSTOMER'S SIGNATURE 

2.07 WRAP PACKAGES 

2.08 TERMINATE TRANSACTION^ 



3.00 EXTENT 



GENERAL STATEMENT OF EXTENT AND EXTENT OF RESULTING OUTCOME 
Xl iVoi SERVICE IS EXTENDED COURTEOUSLY TO APPROVAL OF BOARD 
Of fiXPERT RATERS. TO BE COMPLETED WlTHlN 10 MINUTES 
WITH EACH OPERATION JUDGED AS SATISFACTORY OR 
UNSATISFACTORY 



3.02 POLITELY 

3.0^ ACCURATELY, NO ERRORS 

3.04 ACCURATELY., SUM IS CORRECT 

3.05 ACCURATELY, NO ERRORS 

3 . 06 TACTFULLY 

3.07 NEATLY 

3.08 POLITELY _[23 
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MISOE NO. 



PROGRAM JUSTNESS AND OFFICE 

OCCUPATIONS 

USOE CODE NO(S) 



DIVISION 03 
UNIT 04 
TERMOB NO. 



OFFICE PRACTICE 



AMD PROCEDURE 



CASHIERING 



. 20.^034 



X,00 CONDITION 



2,00 PERPORMANCE 

GENERAL STATEMENT OF PERFORMANCE AND RESULTING OUTCOME 



3,00 EXTENT 

GENERAL STATEMENT OF EXTENT AND EXTENT OF RESULTING OUTCOME 



ERIC 



MISOE MO. 



PROGRAM BUSINESS AND OFFICE DIVISION 04 STENOGRAPHY 

OCCUPATIONS . 

' UNIT 01 DICTATION 

TERMOB NO. 20-035 



i.OO CONDITION 

( ') 1.01 BASIC OFFICE SUPPLIES (TABLE T-3) 

( ) 1.02 SHORT BUSINESS LETTER DICTATED (50-70 WORDS) 



2i00 PERFORMANCE 



GENERAL STATEMENT OF PERrORMANCE AND RESULTING OUTCOME 
Tl 2701 STENOGRAPH SHORT BUSINESS LETTER EMPLOYING THE 
FOLLOWING OPERATIONS: 

Tl 2.02 CONVERT WORK STATION FOR TASK ~ 
( ) 2.03 STENOGRAPH LETTER AT A PROFICIENT SPEED 
( ) 2.04 READ LETTER BACK 



3,00 EXTENT 



GENERAL STATEMENT OF EXTENT AND EXTEiSiT OF RESULTING OUTCOME 
Tl 370l SHORT BUSINESS LETTER IS STENOGRAPHED NEATLY TO 

APPROVAL OF BOARD OF EXPERT RATERS. TO BE COMPLETED 
WITHIN 10 MINUTES WITH EACH OPERATION JUDGED AS 
SATISFACTORY OR UNSATISFACTORY 

Tl 3702 SIT FACING THE DICTATOR, SPARE PENCILS HANDY 
( ) 3.03 MORE THAN 80 WORDS PER MII^UTE FOR DICTATION TIME 
( ) 3,04 IN A clear/ EVEN TONe, PLACING PUNCTUATION 
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ERIC 



4 



PIW>GRAM BUSINESS AND OFFICE 



MISOE NO. 

DIVISION 04 STENOGRAPHY 



-t 



USOE CODE NO(S) 



OCCUPATIONS 



UNIT 01 
TERMOB NO. 



MCJTATIOH 



20-035 



1.00 CONDITION 



2.00 .PERFORMANCE 

GSNERAL STATEMENT OF PERFORMANCE AND RESULTING OUTCOME 



3.00 EXTENT 

OBNERAL STATEMENT OF EXTENT AND EXTENT OF RESULT ING OUTCOME 



ERLC 

.. ... ..^^........^ ......... ...-....^.......^^^..^.^..^.^..^.^.^^^^^^^.^L^-L^^i,.^^ 



-MISOB NO. 



PBOGRAM BUSINE? .* ? l^D OFFICE 
OCCUPATIONS ^ 



DIVISION 04 t^TT-yrrtfiRAPHY 
UNIT 01 pTfyraTTnw 

TERMOR NO. yn.n^fi 



1.00 CONDITION 



i 



{ ) 1.01 BASIC OFFICE SUlPPLIES (TABLE T-3) 
4-4 1.^2 5^X0 -WORD-ftBPORT DICTATED 



2.00 PERFORMANCE 



nFNER AL STATEMEttT OF PERFORMANCE AND RESU LTING OUTCOME 

-f"5 2.01 STENOGRAPH REPORT EMPLOYING THE FOLLOWING OPERATIONS: 



7"^ 2702 CONVERT WORK STATION FOR TASK 
( ) 2.03 STENOGRAPH REPORT AT A PROFICIENT SPEED 
( ) 2*04 READ REPORT BACK 



3.00 EXTENT 



GENERAL STATEMENT OF EXTENT AND EXTENT OF RSSu LtJNG OUTCOME 

7-5 37oi — REPORT IS STENOGRAPHED "NEATLY TO APPROVAL, OF BOARD 

OF EXPERT RATERS. TO BE COMPLETED WITHIN 40 MINUTES^ 
WITH EACH OPERATION JUDGED AS SATISFACTORY OR 
UNSATISFACTORY 



"TT 3702 SIT FACING DICTATOR, SPARE PENCILS HANDY 

( ) 3.03 MORE THAN 80 WORDS PER MINUTE FOR DICTATION TIME 
( ) 3.04 IN A CLDAR EVEN TONE, PLACING PUNCTUATION 



1 



MISOE NO. 



/ 



PROGRAM BUSINESS AND OFFICE 



USOE CODE NO(S) 



OCCUPATIONS 



DIVISION 04 
UNIT 01 
TERMOB NO. 



STENOIIRAPHY 



DICTATION 



1.00 CONDITION 



2.00 PERFORMANCE 

GENERAL STATEMSi;? OF PERFOR^IANCE AND RESULTING OUTCOME 



f 



V 



3.00 EXTENT 

GENERAL STATEMENT OF EXTENT AND EXTENT OF RESULTING OUTCOME 



ERIC 



r 



ittSOE NO, 



PROGRAM BUSINESS AND OFFICE 
nrcuPATioNS ^ 



DIVISION 04 { j^fPwnriP aPHV 



UNIT ' 02 TRftT^'^'^f^P'^'r'^^ 
TERMOB NO . pn-Q-^? 



1.00 CONDITION 



( ) I. 01 BASIC OFFICE SUPPLIES (TABLE T-3) 
( ) 1.02 STENOGRAPHED SHORT BUSINESS LETT ER WHICH, VHIEN 
.TR7\NSCRIBED, WIL|* BE 3/4 PAGE LONG 



2.00 PEREORMANHE 



/ 



1 



tS NERAL STATEMENT OF PERFORMANCE AND RESULTING OUTCOME 

) 2:01 TRANSCRIBE SHORT BUSINESS LETTER TO TYPEWRITTEN FORM 

EMPLOYING THE FOLLOWING OPERATIONS:. 



XI 2702 CONVERT WORK STATION FOR TASK 

( ) 2,03 'type letter IN CENTER OF PAGE 

( ) 2.04 TyS>B LETTER AT PROFICIENT SPEED 

( ) 2.05 TYPE LETTER WITH ACCEPTABLE ACCURACY 



EXTENT 



GENERAL STATEMENT OF EXTENT AND EXTENT OF RES ULTING OUTCOME 

*7~5 3701 SHORT BUSINESS LETTER IS ACCURATELY TRANSCRIBED TO 

APPROVAL OP BOARD OP EXPERT RATERS. TO BE COMPLETED 
WITHIN 15 MINUTES WITH EACH OPERATION JUDGED AS 
SATISFACTORY OR UNSATISFACTORY 



7^ 1702 MARGINS AND TABS SET, MATERIALS POSITIONED 

FOR EFFICIENCY 
( ) 3.03 CENTERED WITH MARGINS AND SPACING CORRECT 
( ) 3.04 MORE THAN 50 WORDS PER MINUTE FOR TYPING TIME 
( ) 3.05 ALL ERRORS CORRECTED 
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PROGRAM BUSINESS AND OFFICE 

OCCUPATIONS 
USOE CODE NO(S) ~~1 



i.OO CONDITION 



MISOE NO. 



DIVISION 04 
UNIT 02 
TERMOB NO. 



STENOGRAPHY 



TRANSCRIPTION 



20-037 



2,00 PERFORMANCE 

/ 

GENERAL STATEMENT OF PERFORMANCE AND RESULTING OUTCOME 



3.00 EXTENT 

GENERAL STATEMENT OF EXTENT AND EXTENT OF RESULTING OUTCOME 
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ERIC 



MXSOE NO. 



PROGRAM BUSINESS AND OFFICE 
OCCUPATIONS 



DIVISION 04 flT^^^^^^^""^ 



UNIT 

TERMOB NO 



02 TfffiNP<^TPTTnN 
— 1— 



20-Q38 



UOO CONDITION 



( ) 1.01 BASIC OFFICE SUPPLIES (TABLE T-3) 
( ) 1.02 STENOGRAPHED 500 WORD REPORT 



2*00 PERFORMANCE 



nBNER AL STATEMENT OF PERFORMANCE AND RES ULTING OUTCOME 

) 2.01 — TRANSCRIBE REPORT TO TYPEWRITTEN FORM EMPLOYING 
THE FOLLOWING OPERATIONS: 



XI 2.02 CONVERT WORK STATION FOR TASK 

( )* 2.03 TYPE REPORT IN CENTER OF /PAGE 

( ) 2.04 TYPE REPORT AT PROFlClENT^iSPEED 

( ) 2.05 TYPE REPORT WITH ACCEPTABLE ACCURACY 



3.00 EXTENT 



GENERAL STATEMENT OF EXTENT AND EXTENT OF RESUL TING OUTCOME 

7-5 3.01 REPORT IS ACCURATELY TRANSCRIBED TO APPROVAL OF BOARD 

OF EXPERT RATERS. TO BE COMPLETED WITHIN 1 HOUR 
WITH BACH OPERATION JUDGED AS SATISFACTORY OR 
UlilBATISFACTORY 



"( ) 3.02 MARGINS AND. TABS SET, MATERIALS POSITIONED FOR 
EFFICIENCY 

( ) 3.03 CENTERED WITH MARGINS AND SPACING CORRECT 

( ) 3.04 MORE THAN 50 WORDS PER MINUTE FOR TYPING TIME 

( ) 3.05 ALL ERRORS CORRECTED 



d31 



ERIC 



m»mm 



MISOE NO. 



PROGRAM BUSINESS AND OFFICE DIVISION 04 STENOGRAPHY 

OCCUPATIONS . 

USOE CODE NQ(S) •~ ' UNIT 02 TRANSCRIPTION 

^ • - TERMOB NO. 20-038 



1.00 CONDITION 



2.00 PERFORMANCE 

GENERAL STATEMENT OF PERFORMANCR AND RESULTING OUTCOME 



i" 



3.00 EXTENT • • 

GENERAL STATEMENT OF EXTENT AND EXTENT OF RESULTING OUTCOME 



erJc 



MISOE NO. 



PIVDGRAN 



BUSINESS AND OFFICE 
OCCUPATIONS 



DIVISION 05 pTjj^nPDKBKPTWP; 

UNIT 01 PREPARATION 

TERMOB NO. 



1.00 CONDITION 



( ) 1.01 BASIC OFFICE SUPPLIES (TABLE T-3) 
( ) 1.02 EMPLOYEE TIME CARDS 



2. 00 ' PERFORMANCE 



GENERAL STATEMENT OF PERFORMANCE AND RESULTING OUTCOME 
J-) JToi PREPARE A PAYROLL REGISTER EMPLOYING THE FOLLOWING 
OPERATIONS: 



TT 
( ) 
( ) 
( ) 



2.02 CONVERT WORK STATION FOR TASK 

2.03 COMPUTE PAY FOR EACH EMPLOYEE 

2.04 COMPUTE DEDUCTIONS FOR EACH EMPLOYEE 

2.05 ENTER INFORMATION IN PAYROLL REGISTER 



3-00 EXTENT 



GENERAL STATEMENT OF EXTENT AND EXTENT OF RESULTING OUTCOME 
XI 3.01 PAYROLL REGISTER IS PREPARED NEATLY AND ACCURATELY 
TO APPlROVAL OF BOARD OF EXPERT RATERS. TO BE 
COMPLETED WITHIN IVHOUR WITH EACH OPERATION JUDGED 
' AS SATISFACTORY OR UNSATISFACTORY 



Tl 3702 MATERIALS POSITIONED FOR EFFICIENCY 

( ) 3.03 ACCURATELY, NO ERRORS c 

( ) 3,04 ACCURATELY, NO ERRORS 

( ) 3.05 NEATLY AND ACCURATELY, ALL DATA IN CORRECT COLUMNS 



ERIC 



133 



MiSOE NO. 



it. 



\ 



PROGRAM BUSINESS AND OFFICE 

OCGUPAflO NS 
t-SOE CODE NO(S) 



1.00 CONDITIOH 



DIVISION 05 

UNIT ^ 01 

\ 

TERMOB ^0. 



RECORDKEEPING 



pftEpAftATioH 



20-039 



2.00 PERFORMANCE 

GENERAL STATEMENT OF PERFORMANCE AND RESULTING OUTCOME 



3.00 EXTENT 

GENERAL STATEMENT OF EXTENT AND EXTENT OF RESULTING OUTCOME 



ERIC 
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I 



MISOE Hi 



PSbGRAM BUSINESS AND OFFICE 
OCCUPATIONS 



DIVISION 05 RECORDKEEPING 
UNIT , / 02 POSTING 
TERMOB NO. 20-040 



1.00 CONDITION 



( ) I. 01 BASIC OFFICE SUPPLIES (TABLE T-3) 
( ) 1.02 PAYROLL REGISTER FOR 15 EMPLOYEES 



2 . 00 PERFORMANCE 



GENERAL STATEMENT OF PERFORMANCE AND RESULTING OUTCOME 
( ) 2.01 POST PAY INFORMATION TO EARNINGS RE CORD FOR EACH 
EMPLOYEE EMPLOYING THE FOLLOWING OPERATIONS: 



"(~5 2702 CONVERT WORK STATION FOR TASK 

{ ) 2.03 ENTER DATE 

( ) 2.04 ENTER GROSS PAY 

( ) 2.05 ENTER DEDUCTIONS 

( ) 2.06 ENTER NET PAY 



3.00 EXTENT 



GENERAL STATEMENT OF EXTENT AND EXTENT OF RESULTING O UTCOME 
J~) TTOl PAY INFORMATION IS POSTED TO EARNINGS RECORD NEATLY 
AND ACCURATELY TO APPROVAL OF BOARD OF EXPERT RATERS, 
TO BE COMPLETED WITHIN 1 HOUR WITH EACH OPERATION 
JUDGED AS SATISFACTORY OR UNSATISFACTORY 



J-) 3702 MATERIALS POSITIONED FOR EFFICIENCY 

( ) 3.03 ACCURATELY, NO ERRORS 

( ) 3.04 ACCURATELY, NO ERRORS 

{ ) 3.05 ACCURATELY, NO ERRORS 

( ) 3.06 ACCURATELY, NO ERRORS 
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MISOE NO* 



PROGRAM BUSINESS AND OFFICE 

OCCUPATIONS 

USOE CODE NO(S) 



DIVISION 05 
UNIT 02 
TERMOB NO. 



RECORDKEEPING 



POSTING 



20-.040 



1*00 CONDITION 



2.00 PilRPORMANCE , 

GENERAL STATEMENT OF PERFORMANCE AND RESULTING OUTCOME 



3*00 EXTENT - 

GENERAL STATEMENT OF EXTENT AND EXTENT OF RESULTING OUTCOME 



136 



ERIC 



MISOB K0« 



PBDGRAM BUSINESS AND OFFtCB 
OCCUPATIONS 



DIVISION 05 pTCmRnKFRPTNr; 
UNIT 02 PpRTTNci 

TERMOB NO. po-nAl 



1.00 CONDITION 



( ) 1.01 BASIC OFFICE SUPPLIES (TABLE T-3) 

( ) 1.02 VARIOUS JOURNALS WITH 25 ENTRIES TO BE POSTED, 

JOURNALS INCLUDE BUT ARE NOT LIMITED TO: 

( ) 1.03 CASH RECEIPTS JOURNAL 

( y 1.04 CASH DISBURSEMENT JOURNAL 

( ) 1.05 SALES JOURNAL 

( ) 1.06 PURCHASE JOURNAL 

( ) 1.07 PAYROLL JOURNAL 

( ) 1.08 LEDGER ' 



2.00 PERFORMANCE 



GENERAL STATEMENT OF PERFORMANCE AND RESULTING OUTCOME 
J~) 2.01 POST DATA FROM VARIOUS JOURNALS TO APPROPRIATE 

ACCOUNTS IN LEDGER EMPLOYING THE FOLLOWING PROCEDURE: 



XT 2.02 CONVERT WORK STATION FOR TASK 

( ) 2-. 03 ENTER CREDIT OR DEBIT AMOUNT 

( ) 2.04 ENTER DATE 

{ ) 2.05 ENTER EVPLANATION 

( ) 2.06 ENTER POSTING REFERENCE IN LEDGER 

( ) 2.07 ENTER POSTING REFERENCE IN JOURNAL 



3.00 Extent 



ERIC 



GENERAL STATEMENT OF EXTENT AND EXTENT OF RESULTING OUTCOME 
T") Ol DATA ACCURATELY POSTED TO PROPER ACCOUNTS IN LEDGER 

TO APPROVAL OF BOARD OF 'EXPERT RATERS. TO BE COMPLETED 
WITHIN 1 1/2 HOURS WITH EACH OPERATION JUDGED AS • 
SATISFACTORY OR UNSATISFACTORY 

"XT 3.02 MATERIALS POSITIONED FOR EPPICIENCY ~ 

( ) 3.03 IN PROPER COLUMN 

( ) 3.04 IN PROPER COLUMN 

( ) 3.05 IN PROPER COLUMN 

( ) 3.06 ENTER JOURNAL AND PAGE NUMBER IN PROPER COLUMN 

( ) 3.07 ENTER IiEDGER ACCOUNT NUMBER IN PROPER COLUMN 
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MISOE MO. 



PROGRAM pTTCTMfeg.c awn nvvre^v^ ^ DIVISION 05 PECQRDKEEPING 



OCCUPATIONS 



USOE CODE NO(S) UNIT 02 pnsTTWO 



TERMOB UO. on-OAl 



1.00 CONDITION 



4. 

2.00 PERFORMANCE 

GENERAL STATEMENT OF PERFORMANCE AND RESULTING OUTCOME 



3.00 EXTENT 

GENERAL STATEMENT OF EXTENT AND EXTENT OF RESULTING OUTCOME 
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ERIC 



HISOE NO. 



PROGRAM BUS INESS AND OFFICE 
OCCUPATIOWa ~~ 



DIVISION 05 RECORDKEEPING 
UNIT 02 POSTING 

TERMOB NO. 



20-042 



1.00 CONDITION 



( ) l.OX BASIC OFFICE SUPPLIES (TABLE T-3) 

( ) 1.02 GENERAL JOURNAL WITH 15 ENTRIES TO BE POSTED 

( ) 1.03 LEDGER 



2.00 PERFORMANCE 



GENER AL STATEMENT OF PERFORMANCE AND RESULTING OUTCOME 

J-) 2701 POST DATA FROM GENERAL JOURNAL TO APPROPRIATE ACCOUNTS 

. IN LEDGER EMPLOYING THE FOLLOWING PROCEDURE: 



2.02 CONVERT WORK STATION FOR TASK 

2.03 ENTER CREDIT OR DEBIT AMOUNT 

2.04 ENTER DATE 

2.05 ENTER EXPLANATION 

2.06 ENTER POSTING REFERENCE IN LEDGER 

2.07 ENTER POSTING REFERENCE IN JOURNAL 



3. bo EXTENT 



lE NERAL STATEMENT OF EXTENT AND EXTENT OF RESULT ING OUTCOME 

-J 37oi DATA ACCURATELY POSTED TO PROPER ACCOUNTS IN LEDOm ^ 

TO APPROVAL OF BOARD OF EXPERT RATERS. TO BE COMPLETED 
WITHIN 45 MINUTES WITH EACH OPERATION JUDGED AS 
SATISFACTORY OR UNSATISFACTORY 



f) Tr02 MATERIALS POSITIONED FOR EFFICIENCY . 

( ) 3.03 IN PROPER COLUMN 

( ) 3.04 IN PROPER COLUMN 

( ) 3.05 IN PROPER COLUMN 

( ) 3.06 ENTER JOURNAL AND PAGE NUMBER IN, PROPER COLUMN 

( ) 3.07 ENTER LEDGER ACCOUNT NUMBER IN PROPER COLUMN 
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ERIC 



PROGRAM BUSINESS AND OFFICE 

OCCUPATIONS 
USOE CODE NO(S) 



1,00 CONDITION 



MISOE NO. 



DIVISION 05 
UNIT 02 
TERMOB NO. 



RECORDKEEPING 



POSTING 



20-042 



2.00 PERFORMANCE 

GENERAL STATEMENT OF PERFORMANCE AND RESULTING OUTCOME 



3,00 EXTENT 

GENERAL STATEMENT OF EXTENT AND EXTENT OF RESULTING OUTCOME 
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ERIC 



HISOE NO. 



PROGRAM BUSINES S AND OFFICE 
OCCUPAT T"NS 



DIVISION 05 ^pi^^APntfBWPTWr; 
UNIT "~ 



03 Ti'TT.Twr; 



TERMOB NO. on-nd'^ 



1.00 CONDITION 



( ) 1.01 BASIC OFFICE SUPPLIES (TABLE T-3) 
( ) 1.02 25 ITEMS TO BE FILED 
( ) l.aS GEOGRAPHIC FILE 



2.00 PERFORMANCE 



GENERAL STATEMSNT OF PERFORMANCE AND RESULTIN G OUTCOME 
f") JTOl FILE ITEMS EMPLOYING THE FOLLOWING OPERATIONS; 



( ) 2.02 CONVERT WORK STATION FOR TASK 
( ) 2.03 SORT ITEMS ^ 
( ) 2.04 PILE ITEMS 



3.0O EXTENT 



GE NERAL STATEMENT OF EXTENT AND EXTENT OF RESUL TING OUTCOME 

T-) OI ITEMS FILED ACCURATELY WITH NO ERRORS TO APPROVAL OF 

BOARD OF EXPERT RATERS. TO BE COMPLETED WITHIN 20 
MINUTES WITH EACH OPERATION JUDGED AS SATISFACTORY 
OR UNSATISFACTORY 



TT 3702 MATERIALS POSITIONED FOR EFFICIENCY 
( ■) 3.03 NEATLY AND ACCURATELY , 
( ) 3.04 ALPHABETICALLY BY STATE, THEN CITY, THEN INDIVIDUAL 
NAMES 
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ERIC 



MISOE NO 



PROGRAM PTTgTyiffR g \ytn nvvrCTR 
USOE CODE NO(S) 



1.00 CONDITION 



DIVISION 05 
UNIT 03 
TERMOB NO. 



2,00 PERFORMANCE - 

r 

GENERAL STATEMENT OF PERFORMANCE AND RESULTING OUTCOME 



3.00 EXTENT . ' 

/ GENERAL STATEMENT OF EXTENT AND EXTENT OF RESULTING OUTCOME 



i 
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erJc 



MISOE NO 



PROGRAM BU SINESS AND OFFICE 



DIVISION 05 RECORDKEEPING 
UNIT 03 FILING 



TERMOB NO. 20-044 



1.00 CONDITION 



( ) 
( ) 
( ) 



1.01 
1.02 
1.03 



BASIC OFFICE SUPPLIES (TABLE T-3) 
25 ITEMS TO piTpILED 
ALPHABETIC NAME FILE 



2.00 PERFORMANCE 



GENERAL STATEMENT OF PERFORMANCE AND RESULTING OUTCOME 
Tl 2.01 FILE ITEMS EMPLOYING THE FOLLOWING OPERATIONS 



TT 2702 CONVERT WORK STATION FOR TASK 
( ) 2.03 SORT ITEMS 
(1 2.04 PILE ITEMS 



3.00 EXTENT 



GENERAL STATEMENT OF EXTENT^ AND EXTENT OF RESULTING OUTCOME 
7~5 fToi ITEMS FILED ACCURATELY WITH NO ERRORS TO APPROVAL OF 
BOARD OF EXPERT RATERS. TO BE COMPLETED WITHIN 
20 MINUTES WITH EACH OPERATION JUDGED AS SATISFACTORY 
OR UNSATISFACTORY * . 

TT 3T02 MATERIALS POSITIONED FOR EFFICIENCY ~ 
( ) 3.03 NEATLY AND ACCURATELY 
( ) 3,04 ALPHABETICALLY 
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ERIC 



MISOE NOr 



PROGRAM BUSINESS AND OFFICE DIVISION 05 RECORDKEEPING 

OCCUPATIONS ' 

USOE CODE NO(S) UNIT 03 FILING 

' ' TERMOB NC. 20~b44 



1. 00 CONDITION 



2.00 PERFORMANCE 

GENERAL STATEMENT 0?* PERF0PJ4ANCE AND RESULTING OUTCOME 




3.00 EXTENT 

GENERAL STATEMENT OF EXTENT AND EXTENT OF RESULTING OUTCOME 
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MISOE MO. 



PROGRAM BUSINESS AND OFFICE 
OCCUPATIONS 



DIVISION 05 pfir^nftnywwPTMrt 
UNI^ 03 fTT,TWri 



TERMOB NO. ?n-n^t; 



1.00 CONDITION 



( ) 1.01 BASIC OFFICE SUPPLIES (TABLE T-3) 

( ) 1.02 25 ITEMS TO BE PILED 

( ) l.Oa NUMERIC FILE - ♦ 



2.00 PERFORMANCE 



GENERAL STATEMENT OF PERFORMANCE AND RESULTING OUTCOME 
TT 2701 FILE ITEMS EMPLOYING THE FOLLOWING OPERATIONS 



Tl 2702 CONVERT WORK STATION FOR TASK 

( ) 2^03 SORT ITEMS 

( ) 2.04 FILE ITEMS 

( ) 2.05 POST ALPHABETIC CARD FILE 



3.00 EXTENT 



GENERAL STATEMENT OF EXTENT AND EXTENT OF RESULTING OUTCOME 
X~) ITOl ITEMS FILED ACCURATELY WITH NO ERRORS TO APPROVAL OF 
BOARD OF EXPERT RATERS. TO BE COMPLETED WITHIN 20 
MINUTES WITH EACH OPERATION JUDGED AS SATISFACTORY 
OR UNSATISFACTORY 

TT 3.02 MATERIALS POSITIONED FOR BmCIENCY 

( ) 3.03 NEATLY AND ACCURATELY 

( ) 3.04 NUMBRtCALLY 

( ) 3.05 NEATLY, WITH Nu ISRRORS 
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PROGRAM RTTRTTffiSS &wn oyPTCE 

OCCUPATIONS 
US6E CODE NO(S) . 





MISOE NO. 



DIVISION 05 
UNIT 03 
TERMOB NO. 



RBrnRDKEEPING 



PILING 



1.00 CONDITION 



2.00 PERFORMANCE 

GENERAL STATEMENT OF PERFORMANCE AND RESULTING OUTCOME 



3.00 EXTENT , , 

GENERAL^TATEMENT OF EXTENT AND-EXTENT OF RESULTING OUTCOME 



ERIC 



MISOE MO. 



PROGRAM BliSlNEpS AND oyFTCE 
OCCUPATIONS _ 



DIVISION 05 pKr^P^^'^^PTM^ 
UNIT 03 FTT-TWd 

TERMOR NO. fry^nif. 



1,00 CONDITION 



( ) 
( ) 

( y 
( ) 



1.01 
1.02 
1.03 
1.04 



BASlO OFFICE SUPPLIES (TABLE T-3) 
25 ITEMS TO BE PILED 
ALPHABETIC SUBJECT FILE 
RELATIVE INDEX 



2.00 PERFORMANCE 



GENERAL STATEMENT OF PERFORMANCE AND RESULTING OUTCOME 
Xl 2T0i FILE ITEMS EMPLOYING THE FOLLOWING OPERATIONS 



7~5 2T02 CONVERT WORK STATION FOR TASK 
( ) 2.03 SORT ITEMS 
{ ) 2.04 FILE ITEMS 



3.00 EXTENT 



GE NERAL. STATEMENT OF EXTENT AND EXTENT OF RESU LTING OUTCOME 

J-) fToi ITEMS FILED ACCURATELY WITH NO ERRORS TO APPROVAL OF 

BOARD OF EXPERT RATERS. TO BE COMPLETED WITHIN 20 
MINUTES WITH EACH OPERATION JUDGED AS SATISFACTORY 
OR UNSATISFACTORY 



XI T702 MATERIALS POSITIONED FOR EFFICIENCY 
( ) 3.03 NEATLY AND ACCURATELY 
( ) 3.04 ALPHABETICALLY 
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ERIC 



MISOE NO. 



PROGRAM BUSINESS AND OFFICE DIVISION 05 RECORDKEEPING 

OCCUPATIONS 

USOE CODE NO(S) UNIT 03 FILING 

[ TERMOB NO. 20-046 



, , — a, 

X.OO CONDITION *^ 




2.00 PERFORMANCE 

GENERAL STATEMENT OF PERFORMANCE AND RESULTING OU'fCOME 



3.00 EXTENT 

GENERAL STATEMENT OF EXTENT ANb EXTENT OF RESULTING OUTCOME 
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MISOE NO 



PB06RAM 



BUSINESS AND OFFICE 
OCCUPATIONS 



DIVISION 05 RECORDKEEPING 
UNIT 04 MONEY HANDLING 

TERMOB NO. 20^047 



1.00 CONDITION 

' ( ) 1.01 
( ) 1.02 
( ) 1.03 



LOCKING STRONGBOX 
RECEIPTS 

PETT.Y CASH JOURNAL 



2.0O PERFORMANCE 



GENERAL STATEMENT OF PERFORMANCE AND RESULTING OUTCOME 
( ) 2.01 SET UP PETTY CASH SYSTEM EMPLOYING THE FOLLOWING 
OPERATIONS; 



T) 2~02 SECURE AN AMOUNT OF CASH 
( ) 2.03 POST PETT?Y CASH JOURNAL 



3.00 EXTENT 



GENERAL STATEMENT OF EXTENT AND EXTENT OF RESULTING OUTCOME 
( ) 3.01 PETTY CASH SYSTEM IS SET UP TO APPROVAL OF BOARD OF 
EXPERT RATERS . TO BE COMPLETED WITHIN 1 HOUR WITH 
EACH OPERATION JUDGED AS SATISFACTORY OR UNSATISFACTORY 



( ) 3.02 SUFFICIENT AMOUNT OF CASH OBTAINED AND LOCKED IN 
STRONGBOX 

( ) 3.03 EXACT AMOUNT RECEIVED IS POSTED TO CREDIT SID^ OF 
JOURNAL 




MISOE NO. 



PROGRAM RttfiTWRSR AMn nPVtCE DIVliSION 05 RF;GQRDKEEpiNG 

OCCUPATIONS _ ^ 

USOE CODE fiO{S)ZI__ZZZIZ "NIT 04 MHT^HANDLING 

~~~~~~ TERMOR NO. 90-047 



1.00 CONDITION 




a,OQ PERFORMANCE . . L 

GENERAL STATEMENT OF PERFORMANCE AND RESULTING OUTCOME 



3.00 ^JfTEIfT 

QfiNERAL STATEMENT OF EXTENT AND EVTENT OF RESULTING OUTCOME 



1 50 



ERIC 



MisoE m. 



PROGRAM BUSINESS AND OFFICE 
OCCUPATIONS 



DIVISION 05 PRrnpnKEEPING 
UNIT 04 MOWFY HAwm.TWn 

TERMOB NO. 20-048 



1,00 CONDITION 



( ) 1.01 OPERATIVE PETTx' CASH SYSTEM INCLUDING; 

( ) .1.02 RECEIPTS 

( ) 1.03 PETTY CASH JOURNAL 

( ) 1.04 PEN 



^rOO — PERFORMJaiCE- 



GENERAL STATEMENT OF PERFORMANCE AND RESULTING OUTCOME 
J-) 27oi MAINTAIN PETTY CASH SYSTEM EMPLOYING THE FOLLOWING 
OPERATIONS,: 



i 


) ' 


2.02 


( 


) 


2.03 


( 


) 


2.04 


( 


) 


2.05 


( 


) 


2.06 


( 


). 


2.07 



ACCEPT RECEIPT 
ISSUE MONEY 

POST PETTY CASH JOURNAL 
DEPOSIT MONEY 
POST PETTY CASH JOURNAL 
RULE AND BALANCE JOURNAL 



3.00 EXTENT 



ERIC 



GENERAL STATEMENT OF EXTENT AND EXTENT OF RESULTING OUTCOME 
J~) 3701 PETTY CASH SYSTEM IS MAINTAINED TO APPROVAL OF BOARD 
OF EXPERT RATERS. TO BE COMPLETED WITHIN 1 1/2 HOURS 
WITH EACH OPERATION JUDGED AS SATISFACTORY OR 
UNSATISFACTORY 




TT 
( ) 
( ) 

( ) 
( ) 



3.02 
3.03 
3*04 

3.05 
3.06 



( ) 3.07 



DATED, SIGNED, A«D AMOUNT IS FILLED IN 
DUtJT IS ISSUED 
iUHT ISSUED IS POSTED TO DEBIT SIDE OF 



REC 
CORRI 
EXAC 
JOt 

MONEY tSLjlOCKED IN STRONG BOX 
EXACT AMOUNT OBTAINED IS POSTED TO CREDIT SIDE OF 
JOURNAL 

NEATLY AND ACCURATELY ,it NO ERRORS, BALANCE IS ENTERED 
ON SIDE THAT IS LARGER 
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MISOE N0.__ 

DIVISION 05 flECORDKF.E|>IHS 
UNIT 04 MONEY HANDLING 

TBRMOB NO. 20-048 



1.00 CONDITION 

2.00 PERFORMANCE 

GENERAL STATEMENT OF PERFORMANCE AND RESULTING OUTCOME 



ILT . .. - * 

PROGRAM miSTKrESS! AND OFFICE 

OCCUPATIONS 

USOE CODE NO (jS) 



3*00 EXTENT 

GENERAL STATEMENT OF EXTENT AND EXTENT OF RESULTING OUTCOME 
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ERIC 



MISOB HO. 



PROGRAM BUSINESS AKD OFFICE 
' OCCUPATIONS 



DIVISION 05 RECOl^Dl^EEPING 
UNIT 



04 MONEY HANDLING 
TERMOB NO. " 



20-049 



1.00 CONDITION 

( ) l.Gl CHECKBOOK 

( ) 1.02 CHECK REGISTER 

( ) 1.03 PEN 

( ) 1.04 AUTHORIZATION TO DISBURSE CHECK 



-2v00 PERFORMANCE 



GENERAL STATEMENT OF PERFORMANCE AND RESULTING OUTCOME 

-f) 2701 DISBURSE A CtlisCK EMPLOYING THE FOLLOWING OPERATIONS 



( ) 2.02 FILL OUT- CHECK 

( ) 2.03 POST 9HECK REGISTER 



3.00 EXTENT 



GENgRAL STAT51-1SNT OF EXTENT AND E2tTENT OF RL^iiLTING OUTCOME i 
7~5 Ol CHECK IS DISBURSED TO APPROVAL OF BOARD OF EXPERT 
RAfwRS. TO BE eOMPLETED V7ITHIN 10 MINUTES WITH 
EACH OPERATION JUDGED AS SATISFACTORY CHI UNSATISFACTORY 



"P5 3702 DATE, AMOUNT AND PAYEE ENTERED IN PROPER PLACE, 
aiBCK SIGNED 

( ) 3.03 DATE, AMOUNT, PAYEE AND REASON FOR PAYMENT POSTED 
IN PROPER PLACE 

\ 
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MISOE NO, 



PBOGRAM BUSINESS AND OFFICE 

OCCUPATIONS 
OSOE CODE NO(S)"T 



DIVISION 05 
UNIT 04 
TERMOB NO. 



RECORDKEEPING 



20-045 ~~ 



1.00 CONDITION 



27W~S^ERP0RHANGE ^ 

GENERAIi STATEMENT OF PERFORMANCE AND RESULTING OUTCOME 



0 



3.00 EXTENT 

GENERAL STATEMENT OF EXTENT AND EXTENT OF RESULTING OUTCOME 



/ 
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1 



MISOE NO. 



PROGRAM BUSINESS AND OFFICE 
OCCUPATIONS 



DIVISION 05 , RECORDKEEPING 
UNIT 04 MONEY HANDLING 

TERMOB NO. 20-050 



1.00 CONDITION 



( ) 1.01 CHECK REGISTER 
( ) 1.02 BANK STATEMENT 



2,00 PERFORMANCE 



GENERAL. STATEMENT OF PERFORMANCE AND RESULTING OUTCOME 
( ) 2.01 BALANCE CHECKING ACCOUNT EMPLOYING THE FOLLOWING 
OPERATIONS: 



( ) 2.02 TOTAL CHECKS DRAWN AND BALANCE 
( ) 2.03 TOTAL DEPOSITS 



3.00 EXTENT 



GENERAL STATEMENT OF EXTENT AND EXTENT OF RESULTING OUTCOME 
( ) 3.01 CHECKING ACCOUNT BALANCES TO APPP.OVAL OF BOARD OF 

EXPERT RATERS. TO BE COMPLETED WITHIN 1/2 HOUR WITH 
EACH OPERATION JUDGED AS SATISFACTORY OR UNSATISFACTORY 



( ) 3.02 SUM IS CORRECT, NO ERRORS 

( ) 3.03 SUM IS CORRECT, BOTH SUMS ARE EQUAL 



ERIC 



( 

MISOE NO. 



PROGRAM BUS INESS AND OFFICE 
— O CUUfA'i'iows 

USOE CODE NO(S) 



1.00 CONDITfON 



DIVISION, 
UNIT 
TERMOB NO. 



05 
04 



RECORDKEEPING 



20-650 




3.00 EXTENT 

^■ir>,T.ni.T. STATEMENT O F ttvtrNT AND EXTENT OF RESULTING OUTCOME, 
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V 



ERIC 



MISOE NO. 
PROGRAM 



BUS INESS AND OFFICE 



DIVISION 06 BOOKKEEPING AND 

ACCOUNTING 
UNIt 01 JOURNALIZING 



TBRMOB NO. 20-051 



1.00 CONDITION 



( ) 
( ) 



( ) 
( ) 



1.01 
1.02 



1.03 
1.04 
1. 05 



BASIC OFFICE SUPPLIES (TABLE T-3) 

SUFFICIENT DATA TO MAKE 15 ENTRIES IN A GENERAL 

JOURNAL INCLUDING BUT NOT LIMITED TO THE FOLLOWING 

SOURCE DOCUMENTS: 
RECEIPTS .. ' 

CHECK STUBS » 

BANK fiTATRMENTS ^ 



( ) 1.06 
( ) 1.07 
( ) 1.08 



PAYROLL RECORD 
BALANCE SHEET 
GENERAL JOURNAL 



2.00 PERFORMANCE 



GENERAL STATEMENT OF PERFORMANCE AND RESULTING OUTCOME 
J~) 2701 RECORD DATA IN. GENERAL JOURNAL EMPLOYING THE FOLLOWING 
OPERATIONS: 



TT 2702 CONVERT WORK STATION FOR TASK 

( ) 2.03 ENTER DATE 

( ) 2.04 ENTER EXPLANATION 

{ ) 2.05 ENTER CREDIT OR DEBIT AMOUNT 



3.00 EXTENT 



GENERAL STATEMENT iOF EXTENT AND EXTENT OF RESULTING OUTCOME 
Tl 3. 01 DATA^^ACCURATELY RECORDED IN GENERAL JOURNAL TO 

APPROVAL OF BOARD OF EXPERT RATERS. TO BE COMPLETED 
WITHIN 1 HOUR WITH EACH OPERATION JUDGED AS 
SATISFACTORY OR UNSATISFACTORY- 



TT 3.02 MATERIALS POSITIONED FOR EFFICIENCY 

( ) 3.03 IN PROPER COLUMN 

( ) 3.04 IN PROPER "COLUMN 

-{-i" 3705 IN^PROPER-COLUMN^ 



ERIC 



MisoE no. 



PROGRM! , BUSINESS AND OFFICE DIVISION 06 BOOKKEEPING AND 

^ ■ oggU^ATlOMS ACCOUNTING 

USOB CODE N0(S) " UNIT 01 JOURNALIZING 

TERMOB NO. 20*-05l 



1.00 CONDITION 



2.00 t>ERFORMANCB 

GENERAL STATEMENT OF PERFORMANCE AND RESULTING OUTCOME 



3.00 EXTENT 

GENERAL STATEMENT OF EXTENT AND EXTENT OF RESULTING OUTCOME 
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ERIC 



MISOE NO. 



PROGRAM BUSINESS AND OFFICE 
OCCUPATIONS 



DIVISION 06 BOOKKEEPING AND 
ACCOUNTING 



UNIT 01 JOURNALIZING 

TERMOB NO. 



20-052 



1.00 CONDITION 



( ) 
( ) 



( ) 
( ) 



1.01 BASIC OFFICE SUPPLIES (TABLE T-3) 

1.02 SUFFICIENT DATA TO MAKE 25 ENTRIES IN VARIOUS 

JOURNALS INCLUDING BUT NOT LIMITED TO THE . 
V FOLLOWING SOURCE DOCUMENTS: 

1.03 RECEIPTS 

1.04 CHECK STUBS 



ifr}=:r^:<^S=:^3ttiiC::STATi»ffiNTS: 



( ) 1.06 
( ) 1*07 
( ) 1.08 



payroll record 
baiAnce sheet 
required journals 



2.00 PERFORMANCE 



GENERAL STATEMENT OF PERFORMANCE AND RESULTING OUTCOME 
7~5 270l RECORD DATA. IN APPROPRIATE JOURNALS EMPLOYING THE 
FOLLOWING OPERATIONS: 



2.02 CONVERT WORK STATION FOR TASK 

2.03 SELECT SPECIFIC JOURNAL 

2.04 ENTER DATE 

2.05 ENTER EXPLANATION 

2.06 ENTER CREDIT (S) OR DEBIT (S) AMOUNTS 



3.00 EXTENT 



GENERAL STATEMENT OF EXTENT AND EXTENT OF RESULTING OUTCOME 
Tl 3.01 DATA ACCURATELY RECORDED IN PROPER JOURNALS TO 

APPROVAL OF BOARD OF EXPERT RATERS. TO BE COMPLETED 
WITHIN 2 HOURS WITH EACH OPERATION JUDGED AS 
SATISFACTORY OR UNSATISFACTORY 



3.02 MATERIALS POSITIONED FOR EFFICIENCY 

3.03 CORRECT JOURNAL SELECTED 

^t04 — IN^ROPER- COLUMN " 

3.05 IN PROPER COLUMN 

3.06 IN PROPER COLUMN 



ERIC 



MISOE NO. 



PROGRAM WTRTMWSS twn fiPPTck 

OCCUPATIONS 
USOE CODE NO(S)_ . 



1.00 CONDITION 



DIVISION 06 
UNIT 01 
TBRMOB NO. 



BOOKKEEPING AND 



ACCOUNTING 



.T9URNALIZING 



20.-a52 



2.00 PERFORMANCE 

nwWRRAL STATEMENT QT PERFORMANCE AND RESULTING OUTCOME 



3.00 EXTENT 

«ii>Ml.!PXT. STATEMENT O^ EXTENT XND EXTENT 0^ nv.fixn.'Vr.m OUTCOME 



FRir 



MJSOB NO. 



PROGRAM BUSINESS AND OFFICE 
OCCUPATIONS 



DIVISION 06 
UNIT 02 
TERMOB NO. 



BOOKKEEPING AND 

ACCOUNTING 

POSTING 



1.00 CONDITION 



( ) 
( ) 
( ) 



1.01 
1.02 
1.03 



BiwlC OFFICE SUPPLIES (TABLE T-3) 

GENERAL JOURNAL WITH 15 ENTRIES TO BE POSTED 

LEDGER 



2.00 PERFORMANCE 



GENERAL STATEMENT OF PERFORMANCE AND RESULTING OUTCOME 
Tl 270l POST DATA FROM GENERAL JOURNAL TO APPROPRIATE 

ACCOUNTS IN LEDGER EMPLOYING THE FOLLOWING 

OPERATIONS : 



Tl 2.02 CONVERT WORK STATION FOR 'TASK 

( ) 2.03 ENTER CREDIT (S) OR DEBIT (S) AMOUNTS 

( ) 2.04 ENTER DATE 

( ) 2,05 ENTER EXPLANATION 

( > 2.06 ENTER POSTING REFERENCE IN LEDGER 

( ) 2.07 ENTER POSTING REFERENCE IN JOURNAL 



3 . 00 EXTENT 



GENERAL STATEMENT OF EXTENT AND EXTENT OF RESULTING OUTCOME 
"fl JToi DATA ACCURATELY POSTED TO PROPER ACCOUNTS IN LEDGER 

TO APPROVAL OF BOARD OF EXPERT RATERS. TO BE COMPLETED 
WITHIN 1/2 HOUR WITH EACH OPERATION JUDGED AS 
SATISFACTORY OR UNSATISFACTORY 



3.02 
3.03 
3.04 
3.05 
3.06 



( ) 3.07 



MATERIALS POSITIONED FOR EFFICIENCY 
IN PROPER COLUMN 
IN PROPER COLUMN 
IN PROPER COLUMN 

ENTERED JOURNAL CODE AND PAGE NUMBER IN PROPER COLUMN 
OF LEDGER 

ENTERED LEDGER ACCOUNT NUMBER IN PROPER COLUMN OF 
JOURNAL 



ERIC 



MISOE NP. 



PROGRAM H!JSIf^^S*i fiHP r^wrrv. 

OCCUPATIONS 

USOE CODE NQ(S) 



DIVISION 06 
UNIT 02 
TERMOB NO. 



BOOKKEEPING AND 



ACCOUNTING 



POSTING 



20-053 



1,00 CONDITION 



2,00 PERFORMANCE 



GENERAL STATEMENT OF PERFORMANCE AND REf=;ULTlNG OUTCOME 



3.00 EXTENT 

nPKTRRAL STATEMENT OF EXTENT AND EXTENT OF RESULTING, OUTCOME 



v.- 

Ill 2 



MISOE NO. 



PROGRAM BUSINESS AND OFFICE 
OCCUPATIONS 



DIVISION 06 j*qnKVV^v.i9Tvsn awn 
UNIT 02 POSTING 



TERMOB NO. 20-054 



1.00 CONDITION 



1.01 
1.02 

1.03 
1.04 
1.05 
1.06 
1.07 
1.08 



BASIC OFFICE SUPPLIEa*^ABLE T-3) 

VARIOUS JOURNALS WlTH 25 ENTRIES TO BE POSTED, 

JOURNALS INCLUDE BUT ARE NOT LIMITED TO: 
CASH RECEIPTS JOURNAL 
CASH DISBURSEMENTS JOURNAL 
SALES JOURNAL 
PURCHASE JOURNAL 
PAYROLL JOURNAL 
LEDGER 



2.00 PERFORMANCE 



GENERAL STATEMENT OF PERFORMANCE J^D RESULTING OUTCOME 
( ) 2.01 POST DATA FROM VARIOUS JOURNALS TO APPROPRIATE 

ACCOUNTS IN LEDGER EMPLOYING THE FOLLOWING 

PROCEDURE: 



2.02 CONVERT WORK STATION FOR TASK 

2.03 ENTER CREDIT(S) OR -DEBIT (S) AMOUNTS 

2.04 ENTER DATE 

2.05 «NTER EXPLANATION 

2*06 ENTER POSTING REFERENCE IN LEDGER 

2.07 ENTER POSTING REFERENCE IN JOURNAL 



3.00 EXTENT 




GENERAL STATEMENT OF EXTENT AND EXTENT OF RESULTING OUTCOME 
7~J 3701 DATA ACCURATELY POSTED TO PROPER ACCOUNTS IN CORRECT 
LEDGER TO APPROVAL OF BOARD OF EXPERT RATERS. TO BE 
COMPLETED WITHIN 1 HOUR WITH EACH OPERATION JUDGED 
AS SATISFACTORY OR UNSATISFACTORY 



3.02 
3.03 
3.04 
3.05 
3.06 



( ) 3.07 



MATERIALS POSITIONED FOR EFFICIENCY 
IN PROPER COLUMN 
IN PROPER COLUMN 
IN PROPER COLUMN 

ENTER JOURNAL CODE AND PAGE NUMBER IN PROPER COLUMN 

OF CORRECT LEDGER 
ENTER LEDGER ACCOUNT NUMBER IN PROPER COLUMN ,0F 

CORRECT JOURNAL 
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MISOE NO. 



PROGRAM BUSINESS AND OFFICE DIVISION 06 

OCCUPATIONS 

USOE CODE NO(S) UNIT 02 

TERMOB NO. 



X.OO CONDITION 



2,00 PERFORMANCE 

GENERAL STATEMENT OF PERFORMANCE AND RESULTING OUTCOME 



3.00 EXTENT 

GENERAL STATEMENT OF EXTENT AND EXTENT OF RESULTING OUTCOME 



BOOKKEEPING AND 

ACCOUNTING 

POSTING 

20-054 " 



MISOE NO, 



PROGRAM BUSINESS AND OFFICE 
• OCCUPATIORiS " 



DIVISION 06 BOOKKEEPING AND 
ACCOUNTING 



UNIT 03 TRIAL BALANCE 

i 

TEHMOB NO. 20-055 



1.00 CONDITION 



( ) 1.01 BASIC OFFICE SUPPLIES (TABLE T-3) 
( ) 1.02 GENERAL LEDGER WITH 8 ACCOUNTS 



2.00 PERFORMANCE 



GENERAL STATEMENT OF PERFORMANCS AND RESULTING OUTCOME 
Tl 2.01 TAKE A TRIAL BALANCE ON 8 GENERAL LEDGER AOCOUNTS 
EMPLOYING THE FOLLOWING OPERATIONS : 



Tl 2.02 CONVERT WORK STATION^ FOR TASK 

( ) 2.03 

( ) 2.04 

( ) 2.05 

( ) 2.06 

( ) 2.07 

( ) 2.08 TOTAL DEBITS AND CREDITS 



PENCIL FOOT ALL ACCOUNTS IN GENERAL LEDGER 
ENTER HEADING 
ENTER ACCOUNT TITLE 
ENTER POSTING REFERENCE 
ENTER DEBIT OR CREDIT BALANCE 



3.00 EXTENT 



GENERAL STATEMENT OP EXTENT AND EXTENT OF RESULTING OUTCOME 
Tl 3.01 TRIAL BALANCE IS CORRECTLY TAKEN WHW CREDITS AND 

DEBITS EQUAL TO= APPROVAL OF BOARD OF EXPERT RATERS. 
TO BE COMPLETED WITHIN 1/2 HOUR WITH EACH OPERATION 
JUDGED AS SATI^SFACTORY OR UNSATISFACTORY 



TT 

( ) 
( ) 
( ) 
( ) 
( ) 
( ) 



3.02 
3.03 
3.04 
3. OS 
3.06 
3.07 
3.08 



MATERIALS POSITIONED FOR EFFICIENCY 

NEATLY, ENTRIES IN PROPER POSITIONS 

NEATIjY, IN PROPER POSITION 

IN PROPER COLUMN 

ACCOONT NUMBER IN PROPER COLUMN 

IN PROPER COLUMN 

TOTALS ARE EQUAli 



IBfi 



IC 



PROGRM! BUSINESS AMD OFFICE 



USOS CODE NOCS)' 



OCCUPATIONS 



MISOE NO. 



DIVISION 06 
UNIT 03 
TBRMOB NO. 



BOOKKEEPING AND 
ACCOUNTING" ~ 



TRIAL BAIiANCE 



'26-055 



1. 00 CONDITION. 



2.00 PERFORMANCE 

GENERAL STATEMENT OF PERFORMANCE AND RESULTIN G OUTCOME 



i 

3*00 BXTfiNT / 

GENERAL STATEMENT OF EXTENT AND EXTENT OF RESULTING OUTCOME 

1. 
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ERIC 



MISOE MO. 



PitoGRAM BUSINESS AND OFFICE 
OCCUPATIONS 



DIVISION 06 BOOKKEEPING AND 

ACCOUNTING 

UNIT 04 WORKSHEET PREPARATIO N 



TERMOB NO. 20-056 



1,00 CONDITION 



( >. 
( ) 
( ) 



X.OX 
X.02 
1.03 



BASIC OFFICE SUPPLIES (TABLE T-3) 
30 LINE TRIAL BALANCE 
7 PERIODIC ADJUSTMENTS 



2.00 PERFORMANCE 



GENERAL STATEMENT OF PERFORMANCE AND RESULTING OUTCOME 
J-) 2.01 PREPARE A FINANCIAL STATEMENT WORKSHEET EMPLOYING 
THE FOLLOWING OPERATIONS s 



2.02 CONVERT WORK STATION FOR TASK 

2.03 ENTER TRIAL BALANCE 

2.04 ENTER ADJUSTMENTS 

2.05 ENTER INCOME STATEMENT 

2.06 COMPUTE NET PROFIT OR LOSS IN INCOME STATEMENT SECTION 

2.07 ENTER NET PROFIT OR LOSS , 

2.08 ENTER BALANCE SHEET ACCOUNT BALANCES 



3.00 EXTENT 

- ' ^ / 

GENERAL STATEMENT OF EXTENT AND EXTENT OF RESULTING OUTCOME 
T7 3701 FINANCIAL STATEMENT WORKSHEET IS PREPARED NEATLY AND 
ACCURATELY TO APPROVAL OF BOARD OF EXPERT RATERS. TO 
BE COMPLETED WITHIN 2 HOURS WITH EACH OPERATION JUDGED 
AS SATISFACTORY OR UNSATISFACTORY 

( ) 3.02 MATERIALS POSITIONED FOR EFFICIENCY . ' 

( ) 3.03 IN PROPER COLUMNS, ACCURATELY WITH NO ERRORS 

( ) 3.04 IN PROPER COLUMNS, ACCURATELY WITH NO ERRORS 

( ) 3.05 IN PROPER COLUMNS, ACCURATELY WITH NO ERRORS 

( ) 3,06 ACCURATELY WITH NO ERRORS 

( ) 3,07 IN PROPER COLUMNS, ACCURATELY WITH NO ERRORS 

{ ) 3,08 IN PROPER COLUMNS, ACCURATELY WITH NO ERRORS 



1B7 

n 



MISOE NO. 



PROGRAM RtTfiTMBSS AND OFli'TCE DIVISION 06 BOOKKEEPING AND 

OCCUPATIONS ACCOUNTING . ' 

OSOE CODE NO(S) ~ UNIT 04 WORKSHEET PREPARATION 



TBRMOB NO. 20-056 



1.00 CONDITION 



2.00 PERFORMANCE 

GENERAL STATEMENT OF PERFORMANCE AND RESULTING OUTCOME 



V 



3.00 EXTENT 

. GENERAL STATEMENT OF EXTENT AND EXTE^^T OF RESULTING OUTCOME 



im 



MISOE HO. 



PROGRAM BUSINESS AND OFFICE 
OCCUPATIONS 



DIVISION 06 "^O^KfrRP"^^" 
ftrmtiNTiNG 



UNIT 05 fi;^^WCTAL STATEMENia 
TBRMOB NO. ?Q--Q57 _ 



1.00 CONDITION 



( ) 1.01 BASIC OFFICE SUPPLIES (TABLE T-3) 
( ) 1.02 FINANCIAL STATEMENT WORiCSHEET 



2.00 PERFORMANCE 



nKM^RAL STATEMENT OF PERgQ PMANCE AND R^S^^TING OUTCCME 
^ ? 9 m PREPARE OWN BR'S EQUITY STATEMENT FOR SOLE PROPRIETORSHIP 



EMPLOYING IHE FOLLOWING OPERATIONS: 



"2702 — CONVERT WORK STATION FOR TASK 
2.03 PREPARE HEADING 

2 04 ENTER OWNER EQUITY ACCOUNTS 

2:05 CoiffUTE NEW BALANCE OF OWNER'S EQUITY ACCOUNT 
2.06 RULE STATEMENT 



3,00 EXTfiNT 



rtWMtrDiT QTXTEMENT OF EXTENT aw n t^XTENT>OF RESU T.TING OUTCOME 
^^^^'^f of ^;S'S EQUITY ST^EMENT PREPARED N EATLY AND ACCURATELY 
?rAPPROVAL OP BOARD OF EXPERT RATERS. TO BE COMPLETED 
WITHIN 30 MINUTES WITH EACH OPERATION JUDGED AS 
SATISFACTORY OR UNSATISFACTORY 



"5702 — MATERIALS POSITIONED FOR EFFICIENCY 

3.03 NEATLY, DATA CORRECT 

3.04 ACCUJRATELY, NO ERRORS 

3.05 ACCURATELY, SUMS CORRECT 

3.06 NEATLY 



ERIC 



IBB 



PROGRAM BUSINESS AND OFglCE 

OCX:UPATIONS 
USOE CODE NO (S) ^ 



1,00 CONDITION 



MISOE NO. 



DIVISION 06 
UNIT 05 
TERMOB NO. 



BOOKKEEPING AND 



ACCOUNTING 



FINANCIAL STATEMENTS 



20-057 



2.00 PERFORMANCE 

GENERAL STATEMENT OF PERFORMANCE AND RESULTING OUTCOME 



3.00 EXTENT 

GENERAL STATEMENT OF EXTENT AND EXTENT OF RESULTING OUTCOME 



17U 



V 



ERIC 



MISOE NO 



PROGRAM BUSINESS AND OFFICE 
OCCUPATIONS 



DIVISION 06 ROoyvTCKPTtJff Ann 
ArmiiMTTwr, 



UNIT 05 PTMAWrTAT. STATRMRWT.q 

TERMOB NO. ^n-ORfl 



1.00 CONDITION 



( ) 1.01 BASIC OPPICfi SUPPilES (TABLE T-3) 
( ) 1.02 FINANCIAL STATEMENT WORKSHEET 



2.00 PERFORMANCE 



GENERAL STATEMENT OF PERFORMANCE AND RESULTING OUTCOME 
■(-■5 2701 PREPARE INCOME STATEMENT EMPLOYING THE FOLLOWING 
OPERATIONS : 



ri 2702 CONVERT WORK STATION FQR TASK 

V( ) 2.03 ENTER REVENUE AND EXPENSE ACCOUNTS 

^MrN2.04 COMPUTE NET INCOME OR LOSS 

( ) 2.05 RULE STATEMENT 



3.00 EXTENT 



GENERAL STATEMENT OF EXTENT AND EXTENT OF RESULTING OUTCOME 
X"5 3.01 INCOME STATEMENT PREPARED NEATLY AND ACCURATELY TO 

APPROVAL OF BOARD OF EXPERT RATERS. TO BE COMPLETED 
WI^IN 1 HOUR WITH EACH OPERATION JUDGED AS SATISFACTORY 
/OR UNSATISFACTORY 



tl 3.02 f^matbrials positioned for efficiency 

( ) 3.03 Accurately, no errors 

( ) 3.04 accurately, no errors 

( ) 3.05 NEATLY^ 
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ERIC 



MISOE N0» 



PROGRAM BUSINESS AND OFFICE DIVISION 06 BOOKKEEPING AND 

OCCUPATIONS ACCOUNTING 

USOE CODE NO(S)~~ ' "~ UNIT 05 FINANCIAL STATEMENTS 



TERMOB^'NO. 20-058 



1.00 CONDITION 



2.00 PERFORMANCE 

GENERAL STATEMENT OF PERFORMANCE AND RESULTING OUTCOME 



3.00 EXTENT 

GENERAL STATEMENT OF EXTENT AND EXTENT OF RESULTING OUTCOME 
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ERIC 



MISOB NO. 



V OCCUPATIONS 



DIVISION 06 }innvvv.v.x>r Kn awn 



UNIT 05 PTMawrTM , ,c'P&'rPMP!K(Tc; 

TEW40B NO. ?n^n«;Q ~ 



1.00 CONDITION 



( ) 1.01 BASIC OFFICE SUPPLIES (TW3LE T-3) 
( ) 1.02 FINANCIAL STATEMENT WORKSHEET 
( ) 1.03 STATEMENT OF OWNER'S EQUITY 



2.00 PERFORMANCE 



QENB RAL STATEMENT OF PERFORMANCE AND RESULTING OUTCOHB 

J-) 2.01 PREPARE A BALANCE SHEET EMPLOYING THE FOLLOWING 

OPERATIONS: 

T^y* 2702 CONVERT WORK STATICHJ FOR TASK 

( ) 2.03 ENTER ASSETS 

.( ) 2.04 ENTER LIABILITIES 

( ) 2.05 ENTER OWNER'S NEW EQUITY BALANCE 

( ) 2.06 RULE STATEMENT 



3.00 EXTENT 



iB NERAL STATEMENT OF EXTENT AND EXTENT OF RESULTING OUTCOME 

3.01 BALANCE SHEET IS PREPARED NEATLY AND ACCURATELY 

TO APPROVAL OF BOARD OF EXPERT RATERS. TO BE COMPLETED 
WITHIN 1 HOUR WITH EACH OPERATION JUDGED AS SATISFACTORY 
OR UNSATISFACTORY 



3.02 MATERIALS POSITIONED FOR EFFICIENCY 

3.03 ACCURATELY, NO ERRORS 

3.04 ACCURATELY, NO ERRORS 

3.05 ACCURATELY , NO ERRORS 

3.06 NEATLY 
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MISOE NO. 



PROGRAM BUSINESS AND OFFICE 

OCCUPATIONS 

USOB CODE NO(S) 



DIVISION 06 
UNIT 05 
TERMOB NO. 



BOOKKEEPING AND 



ACCOUNTING 

FINANCIAL STATEMEnrr 



2&-05$ 



1.00 CONDITION 



2.00 PERFORMANCE 

GENERAL STATEMENT OF PERFORMANCE AND RESULTING OUTCOME 



\ 



%.<iO\ EXTENT 

GENERAL STATEMENT OF EXTENT AND EXTENT OF RESULTING OUTCOME 
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ERiC 



MISOE HO. 



PROGRAM 



BUSINfiSS AND OFFICE 
OCCUPATIONS ;~" 



DIVISION 06 BOOKKEEPING AND 
ACCOUNTING 



UNIT 06 n^^gfiTNTG ENTRIES 

TERMOB NO. ~~ 



20^060 



1.00 CONDITION 



( ) 
( ) 
( ) 
( ) 



1.01 
1.02 
1.03 
1.04 



BASIC OFFICE SUPPLIES (TABLE T-3) 

JOURNALS 

LEDGER 

FINANCIAL STATEMENT WORKSHEET 



2.00 PERFORMANCE 



(( 



GENERAL STATEMENT OF PERFORMANCE AND RESULTING OUTCOME 
XI OI MAKE A CLOSING ENTRY EMPLOYING THE FOLLOWING 
OPERATIONS: 



2702 CONVERT WORK STATION FOR TASK 
( ) 2.03 TRANSFER BALANCE OF EACH INCOME AND EXPENSE ACCOUNT 

TO PROFIT AND LOSS SUMMARY 
( ) 2.04 COMPUTE CREDIT OR DEBIT OF PROFIT AND LOSS SUMMARY 
( ) 2.05 CLOSE PROFIT OR LOSS SUMMARY ACCOUNT BALANCE TO 

CAPITAL ACCOUNTS 
( ) 2.06 CLOSE DRAWING ACCOUNT BALANCE TO CAPITAL ACCOUNT 



3.00 EXTENT 



lENERAL STATEMENT OF EXTENT AND EXTENT OF RESULTING OUTCOME 
~1 STOI CLOSING ENTRY IS MADE, NEATLY AND ACCURATELY TO 

APPROVAL OF BOARD OF EXPERT RATERS. TO BE COMPLETED 
WITHIN 1 HOUR WITH EACH OPERATION JUDGED AS 
SATISFACTORY OR UNSATISFACTORY 



3.02 MATERIALS POSITIONED FOR EFFICIENCY 

3.03 ACCURATELY,. NO ERRORS 

3.04 ACCURATELY, NO ERRORS 

3.05 ACCURATELY, NO ERRORS 

3.06 ACCURATELY, NO ERRORS 



7f) 



ERIC 



MISOE NO. 



PROGRAM BUSINESS AND OFFICE 



USOB CODE MO(S} 



OCCUPATIONS 



DIVISION 06 
UNIT 06 
TERMOB N0» 



BOOKKEEPING AND 



ACCOUNTING 



CLOSING ENTRIES 



20-060 



1.00 CONDITION 



2.00 PERFORMANCE 

rrRNERAL STATEMENT OF PERFORMANCE AN D RESULTING OUTCOME. 

u 



3.00 EXTENT 

r,BMERAL STATEMENT OF EXTENT AND EXTENT OF RESULTING OUTCOME 
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* 

ERIC 



MISOE NO. 



PROORAM BUSINESS AND OFFICE 
OCCUPATIONS 



DIVISION 06 BOOKKEEPING AND 



UNIT 



TERMOB NO. 



ACCOUNTING 



07 RULING AND 



BALANCING 



20-061 



1.00 CONDITION 



( ) 
( ) 

< ) 



1.01 
1.02 
1.03 



bask; office supplies (table t-^) 
journals 

LEDGER 



( ) 1.04 FINANCIAL STATEMENT WORKSHEET 



2*00 PERFORMANCE 




GENERAL STATEMENT OF PERFORMANCE AND RESULTING OUTCOME 
TT 2.01 PREPARE GENERAL LEDGER ACCOUNTS FOR RULING AND 
BALANCING EMPLOYING THE FOLLOWING OPERATIONS: 



2.02 
2.03 
2.04 
2.05 
2.06 



( ) 2.07 



CONVERP^ WORK STATION FOR TASK 

COMPUTE TOTALS OF DEBIT AND CREDIT FOR EACH ACCOUNT 
DETERMINE THE BALANCE OF EACH LEDGER ACCOUNT 
BALANCE ALL OPEN ACCOUNTS 

TRANSFER BALANCES FORWARD TO THE FIRST DAY OF THE 

NEXT ACCOUNTING PERIOD 
RULE ALL ACCOUNTS WITH NO BALANCE 



3.00* EXTENT 



GENERAL STATEMENT OF EXTENT AND EXTENT OF RESULTING OUTCOME 
Tl 3.01 ACCOUNTS ARE PREPARED FOR RULING AND BALANCING 

NEATLY AND ACCURATELY TO APPROVAL OF BOARD OF EXPERT 
RATERS, TO BE COMPLETED WITHIN 1 HOUR WITH EACH 
OPERATION JUDGEDAS SATISFACTORY OR UNSATISFACTORY 



3.02 MATERIALS POSITIONED FOR EFFICIENCY 

3.03 ACCURATELY, SUMS CORRECT 

3.04 TOTALS ENTERED ON SAME LINE, SUMS CORRECT 

3.05 ACCURATELY, NO ERRORS 

3.06 ACCURATELY, NO ERRORS 

3.07 NEATLY, ACROSS ALL COLUMNS EXCEPT ITEMS COLUMNS 
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ERIC 



MIS'OE NO. 



PROGRAM .rrcTMP^c,^ Z^NO nVPICE DIVISION 06 BOOKKEEPING AND 

OCCUPATI ONS ACCOUNI XN'j 

USOE CODE NO(S)"^ UNIT 07 RULING AND 

■ ~ BALANCING 



TERMOB NO. 20-061 



1,00 CONDITION 



2.00 PERFORMANCE 

nKWBRAL STATEMENT OF PERFORMANCE AND RF.RULTING OUTCOME 



3 , 00 EXTENT 

GENERAL STATEMENT OF EXTENT AND EXTENT OF RESULTING OUTCOME 



13 
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ERIC 



MISOE NO 



PROGRAM 



BUSINESS AND OFFICE 
OCCUPATIONS 



DIVISION 06 BOOKKEEPTWO AND 



UNIT 



fCCOUNTING 



07 RIJ^Q AWP 



BAIANCING 



TERMOB NO. 20-062 



1.00 CONDITION 



( ) l.OX BASIC OFFICE SUPPLIES (TABLE T-3) 

( ) 1.02 LEDGER ACCOUNTS PREPARED FOR RULING AND BALANCING 



2.00 PERFORMANCE 



^ GENERAL STATEMENT OF PERFORMANCE AND RESULTING OUTCOME 
(.) 2.01 RULE AND BALANCE ACCOUNTS EMPLOYING THE FOLLOWING 
OPERATIONS: 



() 2.02 CONVERT WORK STATION FOR TASK 

( ) 2.03 ADD BALANCE OF ACCOUNT TO SMALLER SIDE 

{ ) 2.04 COMPUTE TOTALS 

( ) 2.05 ENTER BALANCE 



3.00 EXTENT 



-r 

GENERAL STATEMENT OF EXTENT AND EXTENT OF RESULTING OUTCOME 

Tl JToi ACCOUNTS A^E RULED AND BklANCED NEATLY AND ACCURATELY 

TO APPROVAL OE BOARD OF iflXPERT RATERS. TO BE COMPLETED 
WITHIN 1 HOUR WITH EACH OPERATION JUDGED AS 
SATISFACTORY OR UNSATISFACTORY 



Tl 3702 MATERIALS POSITIONED FOR EFFICIENCY 

( ) 3.03 NEATLY AND ACCURATELY, NO ERRORS 

( ) 3.04 RECORDED ON SAME LINE, SUMS CORRECT AND EQUAL 

( ) 3.05 NEATLY ON SIDE THAT WAS ORIGINALLY LARGER 



: i 

'3 
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ERIC 




MISOE NO. 



PROGRAM BUSINESS AND OFFICE 

OCCUPATIONS 
USOE CODE NO(S) ^ 



DIVISION 06 
UNIT 07 
TERMOB NO. 



BOOKKEEPING AND 

ACdioUlql'lNG 



RULING AND 



BALANCING 



20-062 



1.00 CONDITION 



2.00 PERFORMANCE 

GENERAL STATEMENT 6f PERFORMANCE AND RESULTING OUTCOME 



3,00 EXTENT 

GENERAL STATEMENT OF EXTENT AND EXTENT OF RESULTIN G OUTCOME 
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MISOE NO. 



PPOGRAM 



BUSINESS AND OFFICE 
OCCUPATIONS 



DIVISION 06 pnOKKBBPTm MJD 

ar.rnTTM'rTMr: 
UNIT 08. An.mqTTNPi tcm^rtkr 



TERMOB NO. 20^063 



1.00 CONDITION 



( ) 1.01 BASIC OFFICE SUPPLIES (TABLE T-.3) 

( ) 1.02 GENERAL JOURNAL 

( y 1.03 GENERAL LEDGER 

( ) 1.04 WORKSHEET 



2.00 PERFORMANCE 



GENERAL STATEMENT OF PERFORMANCE AND RESULTING OUTCOME 
Tl 2701 MAKE ADJUSTING ENTRIES IN GENERAL JOURNAL EMPLOYING 
THE FOLLOWING OPERATIONS: 



( ) 2.02 CONVERT WORK STATION FOR TASK 

( ) 2.03 ENTER ADJUSTING ENTRIES IN GENERAL JOURNAL 

( ) 2.04 POST GENERAL LEDGER ACCOUNTS 

( ) 2.05 ENTfiR DEBIT OR CREDIT AMOUNT 



3.00 EXTENT 



GENERAL STATEMENT OF EXTENT AND EXTENT OF RESULTING OUTCOME 
Tl Ol ADJUSTING ENTRIES MADE ACCURATELY TO APPROVAL OF BOARD 
OF EXPERT RATERS. TO BE COMPLETED WITHIN 1 HOUR WITH 
EACH OPERATION JUDGED AS SATISFACTORY OR UNSATISFACTORY 



( ) 3.02 MATERIALS POSITIONED FOR EFFICIENCY 

( ) 3.03 ACCURATELY, NO ERRORS 

( ) 3.04 CORRECT ACCOUNTS POSTED ACCURATELY 

( ) 3.05 ACCURATELY, SUMS CORRECT 



IBi 



MISOE NO. 



PROGRAM mrSINESS AND OFFICE DIVISION 06 ^g^I^Sgg^iSn^ 

— ■ nrriTPATTONS ACCO UNTING 

OSOE CODE NO(S)Z===I "^^^ 0« ADJUSTING ENHHE 



TERMOB NO. 20--063 



1.00 CONpiTlON 



2*00 PERFORMANCE 

r,ENERAL STATEMENT OF PERFORMANCE AWD REstoiNG OUTCOME, 



3.00 EXTENT 

nFMER&T. VtATEMENT of extent A ND EXTENT OF RESUT.TING OUTCOME 
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MISOE NO. 
PROGRAM 



BUSINESS AND OFFICE 

dCCOPkiioiis ~" 



DIVISION 06 
UNIT 09 
TEBMOB NO. 



BOOKKEEPING AND 
ACCOUNTING 
POST-CLOSING 
TRIAL BALANCE 
20-064 



1.00 CONDITION 

( ) 1.01 BASIC OFFICE SUPPLIES (TABLE T-3) 
. ( ) 1.02 LEDGER WITH 8 ACCOUNTS 



2.00 PERFORMANCE 



GENERAL STATEMENT OF PERFORMANCE AND RESULTING OUTCOME 
( ) 2.01 PREPARE A POST-CLOSING TRIAL BALANCE ON 8 LEDGER 
^CCOUNTS EMPLOYING THE FOLLOWING OPERATIONS: 



^ccoyi 

CO&VEF 



2.02 
2.03 
2.04 
2.05 
2.06 
2.07 
2.08 



CONVERT WORK STATION FOR TASK 
PENCIL FOOT ALL ACCOUNTS 
ENTER HEADINO ^ 
ENTER ACCOUNT TITLE 
ENTER POSTING REFERENCE 
ENTER DEBIT OR CREDIT BALANCE 
TOTAL DEBITS AND CREDITS 



3.00 EXTENT 



GENERAL STATEMENT OF EXTENT AND EXTENT OF RESULTING OUTCOME 

370i POST-CLOSING TRIAL BALANCE IS CORRECTLY TAKEN WITH 
CREDITS AND DEBITS EQUAL TO APPROVAL OF BOARD OF 
EXPERT RATERS. TO BE COMPLETED WITHIN 15 MINUTES 
WITH EACH OPERATION JUDGED AS SATISFACTORY OR 
UNSATISFACTORY 



3.02 MATERIALS POSITIONED FOR EFFICIENCY 

3.03 NEATLY, ENTRIES IN PROPER POSITIONS 

3.04 IN PROPER POSITION 

3.05 IN PROPER COLUMN 

3.06 ACCOUNT NUMBER IN PROPER COLUMN 
3*07 IN PROPER COLUMN 

3.08 TOTALS ARE EQUAL 

183 



MISOe NO 



PROGRAM BUSINESS AND OFFICE DIVISION 06 . BOOKKEEPING AND 

OCqjpATiONS - — ACC6UNTIH6 

USOE CODE NO(S) UNIT 09 POST-CLOSING ' 

. TRIAL BALANCE 

^ TERMOB NO. 20--064 r. 



1.00 CONDITIO 



loi)" 



2. 00 PERFORMANCE 

GENERAL STATEMENT OF PERFORMANCE AND REStJLTING OUfOOMfi 



3.00 EXTENT - 1 

GENERAL STATEMENT OF EXTENT AND EXTENT OF RESULTING OUTCOME 

4. 



) 

/ 
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MISOE NO. 



PROGRAM BUSINESq AND OPFICE 
OnCUPATIQNS 



DIVISION 07 naTa ppcvrTr.ci.qTMri 

UNIT 01 PPF-PRWATTOM 

TERMOB NO. 



1.00 CONDITION 



( ) 
( ) 



1.01 
1.02 



( ) 1.03 



BASIC OFFICE SUPPLIES (TABLE T-3) 

SUFFICIENT PROCEDURAL INFORMATION DESCRIBING THE 
REPORTS DESIRED AND THE INPUT DATA AVAILABLE 
FROM SOURCE DOCUMENTS 

STANDARePgARD LAYOUT FORM 



2.00 PERFORMANCE 



GENERAL STATEMENT OF PERFORMANCE AND RESULTING OUTCOME 
Tl 270l PREPARE STANDARD CARD LAYOUT FORM INDICATING DATA 
FIELDS EMPLOYING THE FOLLOWING OPERATIONS: 



Tl 2T02 CONVERT WORK STATION FOR TASK 
( ) 2.03 SET UP DATA FIELDS ON LAYOyT FORM 



3.00 EXTENT ^ 



GENERAL STATEMENT OF EXTENT AND EXTENT OF RESULTING OUTCOME 
Tl 3.01 STANDARD CARD LAYOUT FORM IS PREPARED CORRECTLY WITH 
ALL DATA FIELDS PROPERLY INDICATED TO APPROVAL OF 
BOARD OF EXPERT RATERS. TO BE COMPLETED WITHIN 1 HOUR 
WITH EACH OPERATION JUDGED AS SATISFACTORY OR 
UNSATISFACTORY 



T~) 3702 MATERIALS POSITIONED FOR EFFICIENCY 
( ) 3.03 SUFFICIENT SPACE FOR EACH DATA FIELD; TOTAL COLUMNS 
USED NOT TO EXCEED 80 
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ERiC^ 



MISOE NO 



PROGRAM BUSINESS AND OFFICE DIVISION 07 „ pAT A PROCESSING 

OCCUPATIONS 
USOE CODE NO(S)_ 



UNIT jOI pPTiPARATION 

TERMOB NO. 



5-065 



1,00 CONDITION 



2.00 PERFORMANCE 

r.FMKRAL STATEMENT OF PERFORMaWCE AND RESTTT..TING OUTCOME 
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MISOE NO. 



PROGRAM 



BUSINESS AND OFFICE 



OCCUPATIONS 



DIVISION 07 DATA PROCESSING 
UNIT 01 PREPARATION 

TERMOB NO. 



5-066 



1.00 CONDITION 



( ) 
( ) 
( ) 



1.01 
1.02 
1.03 



BASIC OFFICE SUPPLIES (TABLE T-3) 
PRINTER LAYOUT SHEET 
PROJECT DESCRIPTION 



2,00 PERFORMANCE 



GENE RAL STATEMENT OF PERFORMANCE AND RESULTING OUTCOME 

—) 2.01 MAKE A PRINTER LAYOUT CHART EMPLOYING THE FOLLOWING 

OPERATIONS : 



( ) 2.02 CONVERT WORK STATION FOR TASK 

( ) 2.03 WRITE TITLE 

( ) 2.04 WRITE HEADINGS 

( ) 2.05 INDICATE OUTPUT FIELD LOCATIONS 



3.00 EXTENT 

■ ■ ' 

G ENERAL STATEMENT OF EXTENT AND EXTENT OF RESU LTING OUTCOME 

T~) 3.01 PRINTER LAYOUT CHART IS MADE NEATLY TO APPROVAL 

OF BOARD OF EXPERT RATERS. TO BE COMPLETED WITHIN 
1 HOUR WITH EACH OP^jRATION JUDGED AS SATISFACTORY 
OR UNSATISFACTORY 

(7 3T02 MATERIALS POSITIONED FOR EFFICIENCY 

( ) 3.03 CENTERED 

( ) 3.04 SPACE PROPERLY PROPORTIONED 

( ) 3,05 IN ACCORDANCE WITH PROJECT DESCRIPTION 



1B7 I 

ERJC ? 



MISOE NO. 



4 



PROGRAM RlTSTNTKSfi AND OFFICE 

OCCUPATIONS 

USOE CODE NO(S) 



DIVISION 07 
UNIT pi 
TERMOB NO. 



DATA PROCESSING 



PREPARATION 



5-066 



i.OO CONDITION 



2.00 PERFORMANCE 

GENERAL STATEMENT OF PERFORMANCE AND RESULTING OUTCOME 



3.00 EXTENT 

GENERAL STATEMENT OF EXTENT AND EXTENT OF RESULTING OUTCOME 
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MISOE NO. 



PROGRAM BUSTNF iff? ATJD nFPICE 
nCCUPATlQNS 



DIVISION 07 pAT^a PRrtnRfi.qTMr; 
UNIT 01 PREPARATION 

TERMOB NO. 



.5-067 



1,00 CONDITION 



1.01 
1.02 



1.03 

1.04 
1.05 



BASIC OFFICE SUPPLIES (TABLE T-3) 

NUMBER OF VALUfiS TO BE ADDED IS EQUAL TO THE FIRST 

VALUE PROVIDED AS INPUT 
FIRST VALUE PROVIDED AS INPUT IS NOT TO BE INCLUDED 
« IN SUM 

FLOWCHARTING WORKSHEET 
FLOWCHARTING TEMPLATE 



2.00 PERFORMANCE 



G ENERAL STATEMENT 0^ PERFORMANCE AND RESULTING OUTCOME, 

Tl OI CONSTRUCT A FLOWCHART FOR A PROGRAM TO CALCULATE _ 

THE SUM OF ANY NUMBER OF INPUT VALUES EMPLOYING THE 
FOLLOWING OPERATIONS: 



1 



"2702 CONVERT WORK STATION FOR. TASK 

2.03 IDENTIFY INPUTS 

2.04 IDENTIFY PROCESS STEPS 

2.05 IDENTIFY DECISIONS 

2.06 PROVIDE ALTERNATIVE PROCESSES FOR DECISIONS 

2.07 IDENTIFY OUTPUTS 

2.08 ASSEMBLE FLOWCHART 



3.00 EXTENT 



GENERAL STATEMENT OF EXTENT AND EXTENT OS RESULTING OUTCOME 
f) 3701 FLOWCHART IS CONSTRUCTED NEATLY TO APPROVAL OF 
BOARD OF EXPERT RATERS. TO BE COMPLETED WI'THIN 
2 HOURS WI-jPH EACH OPERATION JUDGED AS SATISl^ACTORY 
OR UNSATISFACTORY 



ERIC 



3.02 MATE^RIALS POSITIONED FOR EFFICIENCY 

3.03 ALL NECESSARY INPUTS IDENTIFIED 

3.04 ALL NECESSARY PROCESS STEPS IDENTIFIED 

3.05 ALL NECESSARY DECISIONS IDENTIFIED 

3.06 ALL NECESSARY ALTERNATIVES PROVIDED 

3.07 ALL NECESSARY OUTPUTS IDENTIFIED 

3.08 NEATLY, ANSI SYMBOLS CORRECTLY USED 



MISOE NO. 



PROGRAM BUSINESS AND OFFICE 

OCCUPATIONS 

USOE CODE NO(S) 



DIVISION 07 
UNIT 01 
TERMOB NO. 



DATA PROCESSING 



PREPARATION 



5-067 . 



1.00 CONDITION 




3.00 EXTENT 

^^PMPOAT. STATEMENT OF F-VTENT AND EX T EN T OF RESULTING OUTCOME 
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MISOfi »0. 



PROGRAM 



BUSIN ESS -AND OFFICE 
OCCUPATIOWy 



DIVISION 07 DATA PROCESSING 
UNIT 01 PREPARATION 
TERMOB NO. 5-068 



1.00 CONDITION 



( ) 
( ) 



1.01 
1.02 



BASIC OFFICE SUPPLIES (TABLE T-3) 

SUFFICIENT PROCEDURAL INFORMATION CONCERNING THE 
ACTIVITIES INVOLVED IN GETTING A HAIRCUT 



2 . 00 PERFORMANCE 



GENERAL STATEMENT OF PERFORMANCE AND RESULTIN G OUTCOME 
J-y — 2701 — CONSTRUCT A FLOWCHART DESCRIBING GETT ING A HAIRCUT 
EMPLOYING THE , FOLLOWING OPERATIONS : 



"2702 ' CONVERT WORK STATION FOR TASK 

2.03 IDENTIFY PROCESS STEPS 

2.04 IDENTIFY DECISIONS 

2.05 PROVIDE ALTERNATIVE PROCESSES FOR DECISIONS 
2! 06 ASSEMBLE FLOWCHART 



3.00 EXTENT 



GENERAL STATEMENT OF EXTENT AND EXTENT OF RES Ut.TING OUTCOME 

7-^ j-Ql — FLOWCHART IS CONSTRUCTED NEATLY TO APPROVAL OF BOARD 

OF EXPERT RATERS. TO BE COt^PLETED WITHIN 1 HOUR WITH 
EACH OPERATION JUDGED AS SATISFACTORY OR 
UNSATISFACTORY 



XI 3702 MATERIALS POSITIONED FOR EFFICIENCY 
( ) 3.03 ALL NECESSARY PROCESS STEPS IDENTIFIED 
( ) 3.04 ALL NECESSARY DECISIONS IDENTIFIED 

( ) 3.05 TWO ALTERNATIVES FOR EACH DECISION BASED ON YES OR 

NO ANSWERS PROVIDED 
( ) 3.06 NEATLY, ANSI SYMBOLS CORRECTLY USED 
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MISOE NO. 



PROGRAM 



RUSTNfl.SS AND OFFICE 
OCCUPATIONS 



DIVISION 07 



DATA PROCESSING 



USOE CODE NO(S) 



UNIT 



' 01 




PREPARATION 



TERMOB NO. 



5-068 



1.00 CONDITION 



2.00 PERFORMANCE 

GENERAL STATEMENT OF PERFORMANCE AND RESULTING OUTCOME 



3 . 00 EXTENT 

GENERAL STATEMENT OF EXTENT AND EXTENT OF RESULTING OUTCOME 




102 



ERIC 



MISOE NO. 



PROGRAM BUSINESS AND OFFICE 
OCCUPATIONS 



DIVISION 07 na^T ft prqcessinc? 

UNIT 01 PREPARATI ON 

TERMOB NO. 5-069 



1.00 CONDITION 

( ) 1.01 BASIC OFFICE SUPPLIES (TABLE T-3) 

( ) 1.02 SUFFICIENT PROCEDURAL INFORMATION DESCRIBING THE 
OPERATIONS INVOLVED IN COMPUTING GROSS PAY, 
DEDUCTiONS, AND NET PAY FROM THE CARDS 



2.00 PERFORMANCE 



GENERAL STATEMENT OF PERFORMANCE AND RESULTING OUTCOME 
7~5 27oi CONSTRUCT A SYSTEM FLOWCHART DESCRIBING PAYROLL 
' COMPUTATIONS EMPLOYING THE FOLLOWING OPERATIONS 



2.02 CONVERT WORK STATION FOR TASK 

2.03 IDENTIFY INPUTS 

2.04 IDENTIFY PROCESS STEPS 

2.05 IDENTIFY OUTPUTS 

2.06 ASSEMBLE FLOWCHART 



3 . 00 EXTENT 



GENERAL STATEMENT OF EXTENT AND EXTENT OF RESULTING OUTCOME 
( ) 3.01 FLOWCHART IS CONSTRUCTED NEATLY TO APPROVAL OF 
BOARD OF EXPERT RATERS. TO BE COMPLETED WITHIN 
1 HOUR WITH. EACH OPERATION JUDGED AS SATISFACTORY 
OR UNSATISFACTORY 



3.02 MATERIALS POSITIONED FOR EFFICIENCY 

3.03 ALL NECESSARY INPUTS IDENTIFIED ^ 

3.04 ALL NECESSARY PROCESSES IDENTIFIED / / 

3.05 ALL NECESSARY OUTPUTS IDENTIFIED 

3.06 NEATLY, ANSI SYMBOLS CORRECTLY USED 
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ERIC 



MISOE NO. 



PROGRAM BUSINESS AND OFFICE 

OCCUPATIONS 

USOE CODE NO(S) 



DIVISION 07 
UNIT 01 
TERMOB NO. 



DATA PROCESSING 



PREPARATION 



5-069 



1.00 CONDITION 



2.00 PERFORMANCE 

GENERAL STATEMENT OF PERFORMANCE AND RESULTING OUTCOME 



3.00 EXTENT 

GENERAL STATEMENT OF EXTENT AND EXTENT OF RESULTING OUTCOME 
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ERIC 



MISOE NO. 



PROGRAM 



BUSINESS AND OFFICE 
OCCUPATIONS 



DIVISION 07 DATA PROCESSING 



UNIT 01 PREPAftAmON 

/■ f 

TERMOB NO. 5-070/ 



1.00 CONDITION 



( ) 
( ) 



1.01 
1.02 



BASIC OFFICE SUPPLIES (TABLE T-3) , 
SUFFICIENT PROCEDURAL INFORMATION DESCRIBING THE 
OPERATIONS INVOLVED IN COMPUTING GROSS PAY, 
DEDUCTIONS, AND NET PAY FROM TIME c|ARbS 



2.00 PERFORMANCE 



GENERAL STATEMENT OF PERFORMANCE AND RESULTING OUyctiME i 
7~) 27^1 CONSTRUCT A PROCESS FLOWCHART DESCRIBING PAYROLL 
COMPUTATIONS EMPLOYING THE FOLLOWING OPERATIONS; 



2.02 
2.03 
2.04 
2.05 
2.06 
2.07 
2.08 



CONVERT WORK STATION FOR TASK 
IDENTIFY INPUTS 
IDENTIFY PROCESS STEPS 
IDENTIFY DECISIONS 

PROVIDE ALTERNATIVE PROCESSES FOR DECIS]|ONS 
IDENTIFY OUTPUTS 
ASSEMBLE FLOWCHART 



3 . 00 EXTENT 




GENERAL STATEMENT OF EXTENT AND EXTENT OF RESULTING OUTCOME 
3701 FLOWCHART 1$ CONSTRUCTED NEATLY TO APPROVAL OF 
BOARD OF EXPERT RATERS. TO BE COMPLETED WITHIN 
2 HOURS WITH EACH OPERATION JUDGED AS SAjTISFACTORY 
OR UNSATISFACTORY 



3.02 
3.03 
3.04 
3.05 
3.06 

3.07 
3.08 



MATERIALS POSITIONED FOR EFFICIENCY 
ALL NECESSARY INPUTS IDENTIFIED \ 
ALL NECESSARY PROCE.?S STEPS IDENTIFIED \ 
ALL NECESSARY DECISIONS IDENTIFIED \ 
ALL NECESSARY ALTERNATIVE PROCESSES FOR DEfCI SIGNS 



PROVIDED 

ALL NECESSARY OUTPUTS IDENTIFIED 
NEATLY, ANSI SYMBOLS C0RR|bCTLY USED 
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ERIC 



MISOE NO. 



PROGRAM BUSINESS AND OFFICE 

OCCUPATIONS 

USOE CODE NO(S) 



1.00 CONDITION 



DIVISION 07 
UNIT 01 
TERMOB NO. 



o DATA PROCESSING 
PREPARATION 



5-070 



2.00 PERFORMANCE 

GENERAL STATEMENT OF PERFORMANCE AND RESULTING OUTCOME 



3.00 y EXTENT 

GENERAL STATEMENT OF EXTENT AND EXTENT OF RESUL TING OUTCOME 



IBB 



FRir 



HISOB NO. 



PROGRAM BUSINES S AND OFFTCE 
OCCUPATIONS 



DIVISION 07 ^n&TA nnn nv.R f^r rin 
UNIT 02 rnMPTTATToyt 
TERMOB NO. 5-rt7i 



1.00 CONDITION 



1.01 

1.02 

1.03 
1.04 
1.05 
i.06 
1.07 



BASIC OFFICE SUPPLIES (TABLE T-3) ^ 
RPG CONTROL CARD AND FILE DESCRIPTION SPECIFICATION 

. SHEET ^ 
RPG INPUT SPECIFICATION SHEETS 9 
RPG CALCULATION SPECIFICATION SHEETS 
RPG OUT FORMAT SPECIFICATION SHEETS 
PRINTER SPACING LAYOUT SHEET 
FLOWCHART OF PAYROLL PROCESSING 



2.00 PERFORMANCE 



GENERAL STATEMENT OF PERFORMANCE AND RESULTING OUTCOME 

Tl 2.0r^ CODE PAYROLL FLOWCHART AND PRINTER SPACING CHART TO 

RPG CODING SHEETS EMPLOYING THE FOLLOWING OPERATIONS: 



2.02 CODE CONTROL CARD 

2.03 CODE FILE DESCRIPTION SHEET 

2.04 CODE INPUT RECORDS ON INPUT SPECIFICATION SHEETS 

2.05 CODE SPECIFICATIONS ON CALCULATION SPECIFICATION SHEETS 

2.06 CODE OUTPUT FROM PRINTER SPACING CHARTS ON. OUTPUT 

SPECIFICATION SHEETS 



3.00 EXTENT 



GENERAL STATEMENT OF EXTENT AND EXTENT OF RESULTING OUTCOME 
Tl 3T01 PAYROLL FLOWCHART AND PRINTER SPACING CHART ARE CODED 
CORRECTLY TO APPROVAL OF BOARD OP EXPERT RATERS. TO 
BE COMPLETED WITHIN 2 HOURS WITH EACH OPERATION JUDGED 
AS SATISFACTORY OR UNSATISFACTORY 



3.02 LANGUAGE AND DATA IS CORRECT 

3.03 LANGUAGE AND DATA IS CORRECT 

3.04 LANGUAGE AND DATA IS CORRECT 

3.05 LANGUAGE AND DATA IS CORRECT 

3.06 LANGUAGE AND DATA IS CORRECT 



ERIC 
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MISOE NO. 



PROGRAM BUSINESS AND OFFICE DIVISION 07 DATA PROCESSING 

OCCUPATIONS 



USOE CODE NQCS) UNIT 02 COMPILATION 



TERMOB NO. 5^071 



1.00 CONDITION 



2.00 PERFORMANCE 

^PK.FP&T. STATEMENT PERFORMANCE AND RESULTING OUTCOME 



J 




198 



MXSOE NO 



PROGRAM BUSINESS AND OFFICE DIVISION 07 paTa PRnrFRaTWr; 

. OCCUPATIONS 



UNIT 02 rnMPTT.ATTnw 



TERMOB NO. 5-07^ 



X.OO CONDITION 



( ) 1.01 8ASIC OFFICE SUPPLIES (TABLE T-3) 

( ) 1.02 PAYROLL SYSTEM FLOWCHART 

( ) 1.03 PRINTER LAYOUT SHEET 

( ) 1.04 ASSEMBLY LANGUAGE CODING SHEETS 



2.00 PERFORMANCE 



GENERAL STATEMENT OF PERFORMANCE AND RESULTING OUTCOME 
T~5 2.01 CODE ASSEMBLY LANGUAGE PROGRAM TO CALCULATE PAYROLL 
4 EMPLOYING THE FOLLOWING OPERATIONS: 



T) 2.02 CONVERT WORK STATION FOR TASK 

( ) 2.03 TRANSLATE PRINTOUT FORMAT 

( ) i.04 TRANSLATE INSTRUCTIONS 

( ) 2.05 ASSEMBLE CODING SHEETS 



3.00 EXTENT 



GENERAL STATEMENT OF EXTENT AND EXTENT OF RESULTING OUTCOME 
Tl 3T0I ASSEMBLY LANGUAGE PROGRAM IS CODED CORRECTLY TO APPROVAL 
OF BOARD OF EXPERT RATERS. TO BE COMPLETED WITHIN 
4 HOURS WITH EACH. OPERATION JUDGED AS SATISFACTORY 
OR UNSATISFACTORY 

' (~J 3702 MATERIALS POSITIONED FOR EFFICIENCY 

( ) 3.03 LANGUAGE IS CORRECT 

( ) 3.04 LANGUAGE IS CORRECT 

( ) 3.05 INSTRUCTIONS ARE CORRECT 




ERIC 



MISOE NO. 



PROGRAM BUSINESS AND OFFICE DIVISION 07 DATA PROCESSING 
OSOE CODE NO(S)£^!E= "^IT 02 — COMPltATlON 
— .TERMOB NO. 5-072 



1. 00 CONDITION 



2.00 PERFORMANCE 

r^.P-WKRAT. STATEMENT OF PERFORM AKCE AND RESTlT.TINr, OUTCOME! 



3.00 EXTENT 

nBWinRAt. STATEMENT OP EXTENT &wr> EXTENT OF PFSUT.TING OUTCOME, 
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ERIC 



I 



COE NO. 
GRAM 



BUSINESS AND OFFICE 
OCCUPATIONS 



DIVISION 07 
UNIT 02 
TERMOB NO. 



COMPILATION 



Oik 



1.00 CONDITION 



( ) 1.01 BASIC OFFICE SUPPLIES (TABLE T-3) 

( ) 1.02 PAYROLL SYSTEM FLOWCHART 

( ) 1.03 PRINTER LAYOUT SHEET * 

( ) 1.04 FORTRAN LANGUAGE CODING SHEETS 



2.(f0 PERFORMANCE 



GENERAL STATEMENT OF PERFORMANCE AND RESULTING OUTCOME 
( ) 2.01 CODE FORTRAN LANGUAGE PROGRAM TO CALCULATE PAYROLL 
EMPLOYING THE FOLLOWING OPERATIONS: 



Tl 2702 CONVERT WORK STATION FOR TASK 

( ) 2.03 TRANSLATE PRINTOUT FORMAT* 

( ) 2.04 TRANSLATE INSTRUCTIONS 

( ) 2.05 ASSEMBLE CODING SHEETS 



3.00 EXTENT 



GENERAL STATEMENT OF EXTENT AND EXTENT OF RESULTING OUTCOME 
C-) 3.01 FORTRAN LANGUAGE PROGRAM IS CODED CORRECTLY TO APPROVAL 
OF BOARD OF EXPERT RATERS. TO BE COMPLETED WITHIN 
3 HOURS WITH EACH OPERATION JUDGED SATISFACTORY 
OR UNSATISFACTORY 



Tl 3702" 

( ) 3.03 

{ ) 3.04 

( ) 3.05 



MATERIALS PollTIONED FOR EFFICIENCY 
LANGUAGE IS CORRECT 
LANGUAGE IS CORRECT 
INSTRUCTIONS ARE CORRECT 



20i 



PROGRAM BUSINESS AND OEFICE 

OCCUPATIONS 

USOE CODE NO(S) 



1.00 CONDITION 



MISOE NO. 



DIVISION 07 
UNIT 02 
TBRMOB NO. 



DATA PROCESSING . 
COMPILATION 
5-073" 



2.00 PERFORMANCE ~ 

GENERAL STATEMENT OF PERFORMANCE AND RE SULTING OUTCOME 

" J 



3.00 EXTENT 

<^ENERAL STATEMENT OF EXTENT AND EXTENT OF RESULTING OUTCOME 
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MiSOE NQ. 



PROGRAM BUSINESS- AND OFFICE 
nrCUPATTQNS . 



DIVISION 07 naTa ppnrFggTMn 

UNIT 02 rT>MPTT.&TTr.M 

TERMOB NO. ^^niA 



1.00 CONpITION 



( ) 1.01 BAiSIC OFFICE SUPPLIES (TABLE T-3) 

( ) 1.02 PAYROLL SYSTEM ^FLOWCHART 

( ) 1.03 PRINTER LAYOUT SHEET 

( ) 1.04 COBOE LANGUAGE CODING SHEETS 



2.00 PERFORMANCE 



GENERAL STATEMENT OF PERFORMANCE AND RESULTING OUTCOME 
X~) 270l CODE COBOL LANGUAGE PROGRAM TO CALCULATE PAYROLL 
EMPLOYING THE FOLLOWING OPERATIONS: 



( ) 2.02 CONVERT WORK STATION FOR TASK 

( ) 2.03 TRANSLATE PRINTOUT FORMAT 

( ) 2.04 TRANSLATE INSTRUCTIONS 

( ) 2.05 ASSEMBLE CODING SHEtfTS 



3.00 EXTENT 



GENERAL STATEMENT OF EXTENT AND EXTENT OF RESULTING OUTCOME 
J-^ 3701 COBOL LANGUAGE PROGRAM IS CODED CORRECTLY TO APPROVAL 
OF BOARD OF EXPERT RATERS. TO BE COMPLETED WITHIN 4 
HOURS WITH EACH OPERATION JUDGED AS SATISFACTORY 
OR UNSATISFACTORY 



( ) 3.02 MATERIALS POSITIONED FOR EFFICIENCY 

( ) 3.03 LANGUAGE IS CORREPT 

( ) 3.04 LANGUAGE IS CORRECT 

( ) 3.05 INSTRUCTIONS ARE CORRECT 



I! 
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MISOE NO. 



PROGRAM BUSINESS AND OFFICE DIVISION 07* - DATA PROCESSING 



OCCUP ATION S -5«=T5W- 

USOE COtiE NO(S) "~ UNIT 02 COMPILATION 



TERMOB NO. 5-0 VT 



1*00 CONDITION 



2.00 PERFORMANCE 

f:P.NERAL STATEMENT OF PERFORMANCE AND RESULTING OUTCOME 




3.00 EXTENT 

GENERAL STATEMENT OF EXTENT AND EXTENT OF RESULTING OUTCOME 



MISOE NO. 



FF06RAM 



nf!ruP?vTioNS 



DIVISION 07 p&Ta ppn rpggTKrn 
UNIT 02 COMPIIATION 

TERMOB NO. 5-Q75 



1,00 CONDITION 



( ) 1.01 BASIC OFFICE SUPPLIES (TABLE T-3) 

( ) 1.02 PAYROLL SYSTEM FLOWCHART 

( y 1.03 PRINTER LAYOUT SHEET 

( ) 1.04 RPG LANGUAGE CODING SHEETS 



2.00 PERFORMANCE 



GENERAL STATEMENT OF PERFOkMANCE AND RESULTING OUTCOME 

2T0I CODE RPG LANGUAGE PROGRAM TO CALCULATE PAYROLL 
EMPLOYING THE FOLLOWING OPERATIONS: 



( ) 2.02 CONVERT WORK STATION FOR TASK 

( ) 2.03 TRANSLATE PRINTOUT FORMAT 

( ) 2.04 TRANSLATE INSTRUCTIONS 

( ) 2.05 ASSEMBLE CODING SHEETS 



3.00 EXTENT 



GENERAL STATEMENT OF EXTENT AND EXTENT OF RESULTING OUTCOME 
-(-J 37oi RPG LANGUAGE PROGRAM IS CODED CORRECTLY TO APPROVAL OF 
BOARD OF EXPERT RATERS. TO BE COMPLETED WITHIN 3 HOURS 
WITH EACH OPERATION JUDGED SATISFACTORY OR 
UNSATISFACTORY 



( ) 3.02 MATERIALS POSITIONED FOR EFFICIENCY 

( ) 3.03 LANGUAGE IS CORRECT 

( ) 3»04 LANGUAGE IS CORRECT 

( ) 3.05 INSTRUCTIONS ARE CORRECT 
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MISOE NO. 



PROGRAM BtJSINfiSS AND OFFICE 



USOE CODE NO(S) 



OgCtfPATIONS 

\ 

. J— — . 



DIVISION 07 DATA PROCESSING 
UNIT 02 rnMPTT.ATTON 

TERMOB NO. 



5-075 



" ■ ! 

-00 ^ 



lONDITIdN 



2,00 PERPORMANCE 

j-SENERAli Sm^EMENT- OF PERP0RMANCE^AND^RESIILTlNi5 mTCQMEL. 



I 

3.io 

/■ 



EXTENT' 

GENERAL STATEMENT OF EXTENT AND EXTENT OF RESULTING OUTCOME 



20G 



MISO£ NO. 



PROGRAM BUSINESS ;^ND OFFICE 



nnCUPATIONS 



DIVISION 07 OAf ^ ppnrpgRTMr; 
UNIT ~ 



02 nnMPTT.&TTON 



TERMOB NO. 



i.OO CONDITION 



) 
) 
) 
) 
) 



1.01 
1.02 
1.03 
1.04 
1.05 



BASIC OFFICE SUPPLIES (TABLE T-3) 

PftltJTER LAYOUT CHART 

COBOL PROGRAMMING WORKSHEET 

PROJECT DESCRIPTION 

PROCESSING FLOWCHART 



2.00 PERFORMANCE 



GENERAL STATEMENT OF PERFORMANCE AND RESULTIN G OUTCOME 
-pj 2701 CODE PRINTER LAYOUT IN COBOL EMPLOYING THE FOLLOWING 
OPERATIONS: ~ 



( ) 2.02 CONVERT WORK STATION FOR TASK 

( ) 2.03 TRANSLATE FLOWCHART 

( ) 2.04 tRANSLATE INSTRUCTIONS 

(.) 2.05 ASSEMBLE CODING SHEETS 



3.00 EXTENT 



GENERAL STATEMENT OF EXTENT AND EXTENT OF RESU LTING OUTCOME 

T") 37oi PRINTER LAYOUT IS CODED TO COMPUTER LANGUAGE TO 

APPROVAL OF BOARD OF EXPERT RATERS. TO BE COMPLETED 
WITHIN 2 HOURS WliU EACH OPERATION JUDGED AS 
SATISFACTORY OR UNSATISFACTORY 

Tl 3702 MATERIALS POSITIONED FOR EFFICIENCY 

( ) 3.03 LANGUAGE IS CORRECT 

( ) 3.04 LANGUAGE IS CORRECT 

( ) 3.05 FIELD DATA LOCATIONS CORRECT 
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MISOE NO. 



PROGRAM BUSINESS AND OFFICE 

OCCUPATIONS 
USOE CODE NO(S) 



DIVISION 07 
UNIT 02 
TERMOB NO. 



DATA PROCESSING 



'C6mp1LATIoM 



1.00 CONDITION 




3.00 EXTENT . 

n.V^KUAl. STATEM^MT OP E'^TENT OF PF.SUT.TTNr, OUTCOME 



1 \ I 



ERIC 



MISOE HO. 



PROGRAM BUSINESS AND OFFICE DIVISION 07 DATA PROCESSING 

06(5tJPATIONS . 

■ UNIT 02 COMPILATION 

TERMOB NO. »-077 



1.00 CONDITION 

( ) 1.01 BASIC OFFICE SUPPLIES (TABLE T-3) 

( ) 1.02 PRINTER LAYOUT CHART 

( ) ' 1.03 FORTRAN PROGRAMMING WORKSHEET 

( ) 1.04 PROJECT DESCRIPTION 



2.00 PERFORMANCE 



GENERAL STATEMENT OF PERFORMANCE AND RESULTING OUTCOME 
( ) 2.01 CODE PRINTER IN PORTRAIT EMPLOYING THE FOLLOWING 
OPERATIONS : 



Tl 2702 CONVERT WORK STATION FOR TASK 

( ) 2.03 TRANSLATE FLOWCHART 

( ) 2.04 TRANSLATE INSTRUCTIONS 

( ) 2.05 ASSEMBLE CODING SHEETS 



3.00 EXTENT 



GENERAL STATEMENT OF EXTENT AND EXTENT OF RESULTING OUTCOME 
( ) 3.01 PRINTER LAYOUT IS CODED TO COMPUTER LANGUAGE TO 

APPROVAL OP BOARD OF EXPERT RATERS. TO BE COMPLETED 
WITHIN 2 HOURS WITH EACH OPERATION JUDGED AS 
SATISFACTORY OR UNSATISFACTORY 

Tl 3T02 MATERIALS POSITIONED FOR EFFICIENCY 

( ) 3.03 LANGUAGE IS CORRECT 

( ) 3.04 LANGUAGE IS CORRECT 

( ) 3.05 FIELD DATA LOCATIONS CORRECT 
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MISOE NO. 



PROGRAM BUSINESS AND OFFICE 

OCCUPATIONS 
OSOE CODE NO(S) ~" 



1.00 CONDITION 



DIVISION 07 
UNIT 02 
TERMOB NO. 



DATA PROCESSING 



COMPILATION 



5-077 



2.00 PERFORMANCE 

GENERAL STATEMENT OF PERFORMANCE AND RESULTING OUTCOME 




3.00 EXTENT 

GENERAL STATEMENT OF EXTENT AND EXTENT OF RESULTING OUTCO^ 



2 i l! . 



ERIC 



MISOE NO. 



PROGRAM BUSINESS AND OFFICE 
OCCUPATIONS 



DIVISION 07 DATA PROC ESSING 

UNIT 03 PUNCH CARD 

PRQCESSINC 

TERMOB NO. 



5-078 



1.00 CONDITION 



( ) 
( ) 
( ) 
( ) 



1.01 
1.02 
1.03 
1.04 



BASIC OFFipE SUPPLIES (TABLE T-3) 
KEY PUNCH MACHINE 
COBOL PROGRAMMING WORKSHEET 
BLANK CARDS 



2.00 PERFORMANCE 



GENERAL STATEMENT OF PE RFORMANCE AND RESULTING OUTCOME 

9,ni PUNCH SOURCE DE CK FROM COBOL CODING SHEETS EMPLOYING 

THE FOLLOWING OPERATIONS: 



X"02 CONVERT WORK STATION FOR TASK 

2.03 FILL MACHINE WITH CARDS 

2.04 PEED CARD 

2.05 TRANSFER CODING TO CARD 

2.06 PROOFREAD 



3.00 EXTENT 



ERIC 



GENERAI 



( ) > 3. 



STATEMENT OF EXTENT AND EXTENT OF RESU LTING OUTCOME 
01 — CARDS PUNCHED CORRECTLY TO APPROVAL OF BOARD OF 

EXPERT RATERS. TO BE COMPLETED WITHIN 1 HOUR WITH 
EACH OPERATION JUDGED AS SAT1SF.\CT0RY OR 
UNSATISFACTORY ^ 




MATERIALS POSITIONED FOR EFFICIENCY 
STACKED EVENLY, NOT MUTILATED 
CARD FED 

EXACTLY, NO ERRORS 
ALL ERRORS LOCATED 

2U 



iISOE NO. 



PROGRAM BUSINESS AND" OFFICE 

OCCUPATIONS 

USOE CODE NO(S) 



DIVISION 07 
UNIT 03 
TBRMOB NO. 



DATA PROCESSING 

PUNCH CARD 

PROCESSING . 

5-078 ■ 



1. 00 CONDITION 



2.00 PERFORMANCE 

GENERAL STATEMENT OF PERFORMANCE AND RESULTING OUTCOME 



3.00 EXTENT 



GENERAL STATEMENT OF EXTENT AND EXTENT OF RESULTING OUTCOME 
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ERIC 



4 



MISOE NO. 



PROGRAM BUSINESS AND OFFICE 
' OCCUPATIONS 



DIVISION 07 nz^ TA PftncESRiNf^ 
UNIT ■■ 



03 PUNCH CARD 



TERMOB NO. 5-079 



1.00 CONDITION 



( ) 1.01 BASIC OFFICE SUPPLIES (TABLE T-3) 

( ) 1.02 KEY PUNCH, MACHINE 

( ) 1.03 FORTRAN PROGRAMMING WORKSHEET 

( ) 1.04 BLANK CARDS 



2.00 PERFORMANCE 



GENERAL STATEMENT OF PERFORMANCE AND RESULTING OUTCOME 
-p) 2TOI PUNCH SOURCE DECK FROM FORTRAN CODING SHEETS EMPLOYING 
THE FOLLOWING OPERATIONS: 



2.02 CONVERT WORK STATION FOR TASK 

2.03 FILL MACHINE WITH CARDS 

2.04 FEED CARD 

2.05 TRANSFER CODING TO CARD 

2.06 PROOFREAD 



,3.00 EXTENT 



GENERAL STATEMENT OF EXTENT AND EXTENT OF RESULTING OUTCOME 
J-) 3701 CARDS PUNCHED CORRECTLY TO APPROVAL OF BOARD OF 
EXPERT RATERS. TO BE COMPLETED WITHIN 1 HOUR 
WITH EACH OPERATION JUDGED AS. SATISFACTORY OR 
UNSATISFACTORY 



3.02 MATERIALS POSITIONED FOR EFFICIENCY 

3.03 STACKED EVENLY, NOT MUTILATED 

3.04 CARD FED » 

3.05 EXACTLY, NO ERRORS 

3.06 ALL ERRORS LOCATED ) 
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PROGRAM BUSINESS AND OFFICE 

OCCUPATIONS 

USOE CODE NO(S)"^ 



1.00 CONDITION 



MISOE NO. 



DIVISION 07 DATA PROCESSING 

UNIT 03 PUNCH CARD PROCESS ItTT 

TERMOB NO. 5-079 ~~~~~ZIZIZZ 



2.00 PERFORMANCE 



\ / 
-GENERAL. STATEMENT OF^, PERFORMANCE AND RESULTING OUTCOME 



3.00 EXTENT 

GENERAL STATEMENT OF"eXTENT AND EXTENT OF RESULTING OUTCOME 



214 



ERIC 



MlSOp NO 



PROGRAM BUSINESS AND. OFFICE. 

OCCUPATIONS " ^ 



DIVISION 07' DATA PROCESSINg 

UNIT 03 PUNCH CARD 

PROCESSING 

TERMOB NO. 



5-080 



l.OO CONDITION 



( ) 1.01 BASIC OFFICE SUPPLIES (TABLE T-3) 

( ) 1.02 KEYPUNCH MACHINE 

( ) 1.03 RPG SPECIFICATION SHEETS 

( ) 1.04 BLANK CARDS 



2.00 PERFORMANCE 



GENERAL STATEMENT OF PERFORMANCE AND RESULTING OUTCOME 
Tl 2701 PUNCH OBJECT DECK FROM RPG SPECIFICATION SHEETS 
EMPLOYING THE FOLLOWING OPERATIONS: 



( ) 2.02 CONVERT WORK STATION FOR TASK 

( ) 2.03 TRANSFER CODING TO CARDS 

( ) 2.04 PROOFRlBAD CARDS AGAINST SHEETS 



3.00 EXTENT 



GENERAL STATEMENT OF EXTENT AND EXTENT OF RESULTING OUTCOME 
71 3701 OBJECT DECK IS PUNCHED TO APPROVAL OF BOARD OF EXPERT 
RATERS. TO BE COMPLETED WITHIN 2 HOURS WITH EACH 
OPERATION JUDGED AS SATISFACTORY OR UNSATISFACTORY 



Tl 3702 MATERIALS POSITIONED FOR EFFICIENCY 
( ) 3.03 LANGUAGE IS CORRECT 
( ) 3.04 ALL ERRORS LOCATED 



r 



2lS 



MISOE NO.i 



PROGRAM BUSINESS AND Q^^^ 
USOE CODE NQ(S) ~ 



1,00 CONDITION 



DIVISION 
UNIT J) 3 

TBRMOB NO. 



DATA PR0CESSIN(^ 



PUNCH CARD 



PROCESSING 



5-080 



2.00 PERFORMANCE 
- ^ nl^MKRAL STATEMT^T PERFOR M ^^rK AND RESULTING OUTCOME ., 



3,00 EXTENT 

..MTPO.T. ■C.TATEMENT OF EX'tn.MT A^.n EXTENT OF RERTIT.TINn OUTCOME 



I 

2 I G 

i 

ERIC . ^ • 



MISOE NO* 



PROGRAM BUSINESS AND (feFFICE 
OCCUPATIONS li 



DIVISION 07 n^Tft pRQC^SSINH 
UNIT 03 PyNCT CARD 

TERMOB NO. 



1.00 CONDITION 



( ) 
( ) 
( ) 
( ) 
C ) 
( ) 



i.oi 

1.02 
1.03 
X.04 
1.05 
1*06 



BASIC OFFICE SUPPLIES (TABLE T-3) 

KEYPUNCH MACHINE 

PROGRAM DRUM CARD 

BLANK CARDS 

SOURCE DOCUMENTS 

JOB DESCRIPTION SHEET 



(I 



2 . 00 PERFORMANCE 



GENERA L STATEMENT OF PERFORMANCE AND RESUL TING OUT-uOME 

2701 PUNCH CARDS FROM SOURCE DOCUMENTS EMPLOYING THE 

FOLLOWING OPERATIONS: 



T 



2.02 
2 . 03 
2.04 
2.05 
2.06 
2.07 



CONVERT WORK STATION FOR TASK 
PILL HOPPER WITH BLANK DATA CARDS 
INSERT PROGRAM CARD ON PROGRAM^^RUM 



SET NECESSARY SWITCHES 
TRANSFER SOURCE DOCUMENT D^.TA 
PROOFREAD CARDS ^ 



TO CARDS 



3.00 EXTENT 



GE NERAL STATEMENT OF EXTENT AND EXTENT OF RESULTING O UTCOME 

■pj 37oi DATA CARDS ARE PUNCHED TO APPROVAL OF BOARD OF EXPERT 

RATERS. TO BE COMPLETED WITHIN 2 HOURS WITH EACH 
OPERATION JUDGED AS SATISFACTORY OR UNSATISFACTORY 



3.02 MATERIALS POSITIONED FOR EFFICIENCY 

3.03 CORRECT CARDS USED 

3.04 PROPERLY ALIGNED 

3.05 TO PROPERLY ACTIVATE PROGRAM 

3.06 LANGUAGE IS CORRECT 

3.07 ALL ERRORS LOCATED 
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ERIC 



MISOE NO. 



PIROGRAM BUSINESS AND OFFICE DIVISION 07 DATA PROCESSING 

, i O CCUPATIONS — 

USOB CODE NOtS) UNIT 03 PUNCH CARD 

~ pROCESSlNCj 

~ ■ TBmOB NO. 5-081 



X.OO CONDITION 



2.00 PERFORMANCE 

- GENERAL STATEMENT OF PERFORMANCE AND RESULTING OUTCOME 



3.00 EXTENT 

GENERAL STATEMENT OV EXTENT AND EXTENT OF RESULTING OUTCOME 
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MISOE NO. 



PROGRAM RUSINES*; ^wn ovptce 

nf^CUPATIONS ^ 



DIVISION 0? ^ naTA pR nrpggTwr; 
UNIT 03 PUNCH CARD 



TERMOB NO. 



PI^OCESSING 



5-082 



1.00 CONDITION 



BASIC OFFICE SUPPLIES (TABLE T-3) 
KEYPUNCH MACHINE 
BLANK" CARDS— 



( ) 1.01 
( ) 1.02 

l^V~"lTOr 

{ ) 1.04 PREPARED STAND*PJD CARD LAYOUT SHEET 



2.00 PERFORMANCE 



GENERAL STATEMENT OF PERFORMANCE AND RESULTING OUTCOME 
jy Ol PUNCH STANDARD (PROGRAM I) PROGRAM CARD FOR KEYPUNCH 
PROGRAM DRUM EMPLOYING THE FOLLOWING OPERATIONS: 



( ) 2.02 CONVERT WORK STATION FOR TASK 

( ) 2.03 FEED BLANK CARD 

( ) 2.04 ENCODE CARD 

( ) 2.05 CHECK CARD AGAINST LAYOUT SHEET 



3.00 EXTENT 



G ENERAL STATEMENT OF EXTENT AND EXTENT OF RESULTING OUTCOME 

-r-y 3,01 PROGRAM CARD IS PUNCHED TO APPROVAL OF BOARD OP EXPERT 

RATERS. TO BE COMPLETED WITHIN 30 MINUTES WITH EACH 
OPERATION JUDGED AS SATISFACTORY OR UNSATISFACTORY 



( ) '3.02 MATERIALS POSITIONED FOR EFFICIENCY 

( ) 3.03 BLANK CARD FED 

( ) 3.04 LANGUAGE IS CORRECT 

( ) 3.05 ALL ERRORS ARE I/)CATED 
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ERIC 



MISOE NO. 



PROGRAM BUSINESS AND OFFICE DIVISION 07 DATA PROCESSING 

" OCCUPATIONS . _ 

^- OSOE CODE NO(S) ~ UNIT 03 PriNCH CARD 

— ~~~ ppnrESSING 

' TEBMOB NO. '^-082 



1.00 CONDITION ~ T 



2.00 PERFORMANCE 

GENERAL STATEfgMT OF PERFORMANCE AND RESULTING OUTCOME. 



3.00 EXTSMT 

QENERAL STATEMENT OF EXTENT AND EXTENT OF PESIIt.TTNQ OUTCOME 
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ERIC 



MXSOE MO. 



PftOGR^M- BUSINES? AND OFFICE 



DIVISION 07 n&Ta PRn r^ggTMn 

UNIT 03 PTTMPTT na on ponrpggTMr. 

TERMOB NO. 5»083 



1.00 CONDITION 



( ) 
( ) 

rr 
( ) 
( ) 
( ) 
( ) 



1.01 PUNCHED CARDS 

1.02 KEY PUNCH MACHINE 

-rr03 PROJECT-DBSCRTPTION 

1.04 SOURCE DOCUMENTS 

1.05 VERIFIER 

1.06 BASIC OFFICE SUPPLIES (TABLE T-3) 

1.07 BLANK CARDS FIELDED LIKE THE PUNCHED CARDS 



2.00 PERFORMANCE 



GENERAL 
( ) 2.01 



STATEMENT OF PERFORMANCE AITD RESULTING OUTCOME 

CHECK PUNCHED CARDS FOR ERRORS EMPLOYING THE FOLLOWING 



ilMEN^ 

ieck" 

OPERATIONS t 



J") 2702 CONVERT WORK STATION FOR TASK 

( ) 2.03 DESK CHECK CARDS 

( ). 2.04 USE VERIFIER 

( ) 2.05 CORRECT ERRORS 

f 



3.00 EXTENT 



GENE RAL STATEMENT OF EXTENT AND EXTENT OF RESULTING OUTCOME 
T^T^^TlToi PUNCHED CARDS ARE VERIFIED AND ERRORS ARE CORRECTED 
TO THE APPROVAL OP A BOARD OF EXPERT RATERS. TO BE 
COMPLETED WI-THlN 1 HOUR WITH EACH OPERATION JUDGED 
AS SATISFACTORY OR UNSATISFACTORY 

XT 3702 MATERIALS POSITIONED FOR EFFICIENCY 

( ) 3.03 ALL ERRORS -LOCATED 

( ) 3.04 ALL ERRORS LOCATED 

( .) 3.05 CARDS RBPUNCHED 



22i 



MISOE NO. 



PROGRAM BUSINESS AND OFi*ICE 



USOE CODE NO{S)' 



OCCUPATIONS 



DIVISION 07 
UNIT ^03 
TERMOB NO. 



DATA PROCESS I Nn 



PUNCH CARD 



PROCESSING 



5-083 



1,00 CONDITION 



2,00 PERFORMANCE T 

GENERAL STATEMENT OF PERFORMANCE AND RESULTING OUTCOME 



3.00 EXTENT 

GENERAL STATEMENT OF EXTENT AND EXTENT OF RESULTING OUTCOME 



ERIC 



MISOE NO. 



PROGRAM BUSIHBSS AND OFFICE 
OCCUPATIONS ^ 



DIVISION 07 p&TA PRDr T^i.q.qTWr, 

UNIT .03 PfTwrH capo 

ppnrF.qsTMri — 

TERMOB NO. 



^-084 



1.00 CONDITION 



( ) 1.01 BASIC, OFFICE SUPPLIES (TABLE T-.3) 

( ) 1.02 PUNCHED CARDS 

( ) X.03_KEypUNCH MACHINE 

( ) 1.04^^ PROJECT DESCRIPTION 

( ) 1.05 SOURCE DOCUMENTS 

( ) 1.06 VERIFYING MACHINE 

( ) 1.07 BLANK C^iRDS 



2.00 PERFORMANCE 



GEt'iERAL STATEMENT OF PERFORMANCE AND RESULTING OUTCOME 

XI 2701 VERIFY PUNCH CARDS EMPLOYING THE FOLLOWING OPERATIONS ; 



Tl 2T02 CONVERT WORK STATION FOR. TASK 

( ) 2.03 DESK CHECK CARDS 

( ) 2.04 USE VERIFIER 

( > 2.05 CORRECT ERRORS 



3.00 EXTENT 



GENERAL STATEMENT OF EXTENT AND EXTENT OF RESULTING OUTCOME 
Tl OI PUNCH CARDS ARE VERIFIED TO APPROVAL OF BOARD OF 

EXPERT RATERS. TO BE COMPLT^TID WITHIN 1 HOtlR WITH 
EACH OPERATION JUDGED AS SATISFACTORY OR 
UNSATISFACTORY 

Tl 02 MATERIALS POSITIONED FOR EFFICIENCY 

( ) 3.03 ALL ERRORS LOCATED 

( ) 3.04 ALL ERRORS LOCATED 

( ) 3.05 CARDS REPUNCHED 
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MISOE NO 



FROGPAM BUSINESS AND OFFICE 

OCCUPATIONS 

USOE CODE NO(S) ' 



1.00 CONDITION 



DIVISION 07 
UNIT 03 
TBRMOB NO. 



DATA PROCESSING 



PUNCH CARD" 



PROCESSING 
51084 ' 



\ 



2 . 00 PERFORMANCE 

^r.Mr.n^T. ■<jpATEMENT OF r>V.UVnnWMiCE AND RESUT.TING OUTCOME. 



3.00 EXTENT 

.n^^rv.uv.n'r OF EXTPM^ ^tan EXTENT OF PKSUT.TING OUTCOME 



0 O 1 



erIc 



I 

MISOE NO. 



PROGRAM BUSINESS AND QFFTCE DIVISION 07 DPiTft PRnCRSFiTNn 

OCCUPATIONS •» 



UNIT • 03 PTTKfrH napn 



PPnrK.q.qTMn 



TERMOB 5-Q85 



1.00 CONDITION 



( ) 1.01 BASIC OFFICE SUPPLIES (TABLE T-3) 

( ) 1.02 PUNCHED CARDS WITH DATED INFORMATION 

( y 1.03 PUNCH CARD^ORTINamCHlNE 



2 . 00 PERFORMANCE 



GENERAL .^m gE MENT O F PERFORMANCE AND j^ ESULTING OUTCOME 
X~) 2.01 SORT pUaCHED CARDS CHRONOLOGICALLY EMPLOYING THE 
FOLLOWING OPERATIONS: 



2.02 CONVERT WORK STATION FOR TASK 

2.03 LOAD MACHINE 

2.04 SET COLUMN READ 

2.05 SORT FOR YEAR 

2.06 SORT FOR MONTH 

2.07 SORT FX>R DAY 



3.00 EXTENT 



GENERAL STATEMENT OF^ EXTENT AND EXTENT OF RESULTING OUTCOME 
( ) 3.01 PUNCHED CARDS ARE SORTED CHRONOLOGICALLY TO APPROVAL 
OP BOARD OP EXPERT RATERS, TO BE COMPLETED WITHIN 
1 HOUR WITH. EACH OPERATION JUDGED AS SATISFACTORY 
OR UNSATISFACTORY 



( ) 

( ) 

( ) 
t \ 

( ) 



Tj 3702 MATERIALS POSITIONED FOR EFFICIENCY 



3.03 
3.04 
' 3.05 
3.06 
3.07 



CARDS STACKED EVENLY 
CORRECT COLUMN 
CARDS ARE IN ORDER BY YEAR 
CARDS ARE IN ORDER BY MONTH 
CARDS ARE IN ORDER BY DAY 



22*5 



MISOE NO. 



PROGRAM BUSINESS AND OFFICE 

, ; OCCUPATIONS 
OSOE CODE NO(S) 



DIVISION 07 < 
UNIT 03 
TERMOB NO. 



PtIWfM CARD 



pRnnKSSlNG 



5-085 



1.00 CONDITION 



a.okl 'performance 

r-TCKTBT^AL STATEMENT OF PERFORM ANCE AND RESULTING OUTCOME. 



3,00 EXTENT 

r.v^v.XiM, STATEMENT OF EXTENT ANn EXTENT OF RESULTING OUTCOME, 



D 



4' 



MISOE NO. 



PROGRAM BUSINESS AND 6fFTCE 
OCCUPATIONS 



DIVISION 07 narp^ VTinnvctkrvsn. 
UNIT 03 PUNCH CARD 

TERMOB NO. 5-086 



PROCESSING 



1.00 CONDITION 



( ) 
( ) 



1.01 
1.02 



PUNCHED CARDS WITH NUMERIC FIELDS 

SUFFICIENT INFORMATION AS TO DESIRED HIERARCHY OF 
NUMERIC FIELDS 



( ) 1.03 CARD SORTER 

( ) 1.04 SORTER RACK 

( ) 1.05 CAkD TRAYS 

( ) 1.06 CARD HOLDERS 



2.00 PERFORMANCE 



\ 



GENERAL STATEMENT OF PERFORMANCE AND RESULTING OUTCOME 
( ) 2.01 SORT PUNCHED CARDS NUMERICALLY EMPLOYING THE FOLLOWING 
OPERATIONS : 

. £ . 



2.02 CONVERT WORK STATION FOR TASK 

2.03 LOAD MACHINE 

2.04 SET DIALS, SWITCHES AND INDICATORS TO PROCESS CARDS 

2.05 SORT EACH COLUMN 

2.06 VISUALLY CHECK SORTED CARDS 



3.00 EXTENT 



GENERAL STATEMENT OF EXTENT AND EXTENT OF RESULTING OUTCOME 
f"5 370l PUNCH CARDS ARE SORTED TO APPROVAL OF BOARD OF EXPERT 
RATERS. TO BE COMPLETED WITHIN 1 HOUR WITH EACH 
OPERATION JUDGED AS SATISFACTORY OR UNSATlSE*ACTORY 

Tl 3702 MATERIALS POSITIONED FOR EFFICIENCY 
( ) 3.03 CARDS NEATLY STACKED 

C ) 3.04 PROPER DIALS, SWITCHES AND INDICATORS SET 
( r^-.a.iJS— IN PROPER SEQUENCE 
( ) 3.06 ALL ERRORS LOCATBD 
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ERIC 



PROGRAM BUSINESS AND OFFICE 

OCCUPATIONS 

USOB CODE NO{S) ' 

•t ^. — — ^ ______ 



1.00 CONDITION 




MISOE N0.^_ 



DIVISION 07 DATA PROCESSING 

UNIT 03 . PUNCH CARD 

PROCESSING 
TERMOB SO. 5-086 

* 



2.00 PERFORMANCE 

r,RWBRAL STATEMENT OF PET?FQRMANCE AND RESULTING OUTCOME 



3.00 EXTENT 

r.i;.WPPAT. STATEMENT f>F E3tTENT AND EXTENT OF RESULTING OUTCOME 



22 S 

1 



ERIC 



MISOE HO. 



PROGRAM BUSINESS AND OFFICE 
OCCUPATIONS 



DIVISION 07 DATA PROCESSTNr; 

UNiT 03 PTjwm card- 

gggg^SSING 



TEBHOB NO. 



1.00 CONDITION 



1.01 PUNCHED CARDS WITH ALPHABETIC FIELDS 

1.02 CARD SORTER 

1.03 SORTER RACK 



1.04 CARD TRAYS 

1.05 CARD HOLDERS 



2 . 00 PERFORMANCE 



GENERAL STATEMENT* OF PERFORMANCE AND RESULTING OUTCOME 
( ) 2.01 SORT PUNCHED CARDS ALPHABETICALLY EMPLOYING THE 
FOLLOWING OPERATIONS: 



Tl 2702 CONVERT WORK STATION FOR TASK 

( ) 2.03 LOAD MACHINE ' ^ >. 

( ) 2.04 SET DIALS, SWITCHES AND INDICATORS TO PROCESS CARDS 

( ) 2.05 SORT EACH COLUMN 

( ). 2.06 VISUALLY CHECK SORTED CARDS 



3.00 EXTENT 



GENERAL STATEMENT OF EXTENT AND EXTENT OF RESULTINGf OUTCOME 

CARDS ARE SORTED TO APPROVAL OF BOARD^F EXPERT RATERS , 



( ) 3.01 



TO BE COMPLETED WITHIN 1 1/2 HOURS WITH EACH OPERATION 
JUDGED AS SATISFACTORY OR UNSATISFACTORY 



3.02 MATERIALS POSITIONED FOR EFFICIENCY 

3.03 CARDS NEATLY STACKED 

3.04 PROPER DIALS, SWITCHES AND INDICATORS SET 

3.05 TWICE, IN PROPER SEQUENCE 

3.06 ALL ERRORS LOCATED 



ERIC 



0 



.1 



MISOE NO. 



PROGRAM BUSINESS AND OF'FICE 

OCCUPATION^ 

USOE CODE NO(S) 



1/00 CONDITION 



DIVISION 07 
UNIT ^ 03 
TERMOB NO. 



DATA PROCESSIN 



PUNCH CARD 
PROCESSING 



S-087 



2.00 PERFORMANCE 

r,ENERAL STATEMENT OF PERFORMANCE AND RESULTING OUTCOME. 



c 



3.00 EXTENT 

OENERAL STATEMENT OF EXTENT AND EXTENT OF RESULTING OUTCOME. 



230 



n 



ERIC 



MISOE NO. 



nfrrTTPATxnMR 



DIVISION 07 n&mA ppnrT?ggTtJ/^ 
UNIT 



•03 taTTMrw r&nn 



TESMOB NO. 



5-088 



1.00 CONDITION 



( y 1,01 PUNCHED CARDS 

( ) 1.02 BLANK CARDS 

( ) 1.03 REPRODUCING PUNCH 

( ) 1.04 WIRED PANEL 

{ ) 1.05 CARD TRAYS 

( > 1.06 CARD HOLDERS 



2.00 PERFORMANCE 



GENERAL STATEMENT OF PERFORMANCE AND RESULTING OUTCOME 
"O ITOI REPRODUCE PUNCHED CARDS USING REPRODUCING PUNCH 
EMPLOYING THE FOLLOWING OPERATIONS s 



TT 2702 CONVERT WORK STATION FOR TASK 

( ) 2.03- LOAD READ HOPPER WITH PUNCHED CARDS 

( ) 2.04 LOAD PUNCH HOPPER WITH BLANK CARDS 

( ). 2.05 INSERT WIRED PANEL 

( ) 2,06 SET PROPER SWITCHES 

( t 2.07 VISUALLY COMPARE PUNCHED CARDS WITH MASTER CARDS 



3.00 EXTENT 



f 



[EWBRAL STATEMENT OF EXTENT AND EXTENT OF RBSUDTING OUTCOME 
"1 Ol CARDS ARE? RBPRODUCBD TO APPROVAL OF BOARD OF EXPERT 
RATERS. TO BE COMPLETED WITHIN 1 HOUR WITH EACH 
OPERATION JUDGED AS SATISFACTORY OR UNSATISFACTORY 



( ), 3.02 ^MATERIALS POSITIONED FOR EFFICIENCY 

( ) 3.03 NEATLY STACKED 

( ) 3.04 NEATLY STACKED 

( ) 3.05 PROPERLY CONNECTED 

( ) 3.06 FOR DESIRED OPERATIONS 

( ) 3,07 ALL ERRORS LOCAtlED . 
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MISQE NO. 



PROGRRM BUSINESS AND OFFICE 

OCCUPATIONS 
USOE CODE NO(S)~~ 



DIVISION 07 
UNIT 03 
TERMOB NO. 



Data PROCESSING 



PUNCH CARD 



PROCESSING 



5-088 



1.00 CONDITION 



2,00 PERFORMANCE 

GENERAL STATEMENT OF PiSRFORMANCE AND RESULTING OUTCOME 



3.00 EXTENT 

GENERAL STATEMENT OF EXTENT AND EXTENT OF RESULTING OUTCOME 
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Rir 



lilSOE.NO* 



PftDGRAM BUSINESS AND OFFICE 



OCCUPATIONS 



DIVISION 07 naTa ppnnpggTMr! 
UNIT 



03 PTmpH r&pn 



TERMOB MO. 



rFggTKrr! 



1.00 CONDITION 



1.01 
1.02 
1.03 
1.04 
1.05 
1.06 



MASTER CARD 
BLANK CARDS 
WIRED PANEL 
RfiPRODUCING PUNCH 
CARD TRAYS 
CARD HOLDERS 



2 . 00 PERFORMANCE 



GENERAL STATEMENT OF PERFORMANCE AND RESULTING OUTCOME 
Tl 2.01 GANGPUNCH CARDS' USING REPRODUCING PUNCH EMPLOYING 
THE FOLLOWING OPERATIONS; 



( ) 2.02 CONVERT WORKSTATION FOR TASK 

( ) 2.03 PLACE MASTER CARD AND BLANK CA^DS INTO PUNCH HOPPER 

( ) 2.04 INSERT WIRED PANEL 

( ). 2.05 SET SWITCHES 



3.00 EXTENT 



GENERAL STATEMENT OF EXTENT AND EXTENT OF RESULTING OUTCOME 
Tl 370l CARDS ARE GANG PUNCHED TO APPROVAL OF BOARD OF EXPERT 
RATERS. TO. BE COMPLETED WITHIN 1 HOUR WITH EACH 
OPERATION JUDGED AS SATISFACTORY OR UNSATISFACTORY 



T) 3T02 MATERIALS POSITIONED FOR EFFICIENCY 

( ) 3.03 CARDS STACKED NEATLY 

( ) 3.04 PROPERLY CONNECTED 

{ ) 3.05 PROPER SWITCHES FOR DESIRED OPERATIONS SET 
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ERIC 



MISOE NO. 



PROGRAM BUSINESS AND OFFiqE DIVISION 07 DATA PROCESSING 

OCCUPATIONS . 

USOE CODE NO(Sy UNIT 03 PUNCH CARD 

. PROCESSING 

^ TERMOB NO. 5-089 



1,00 CONDITION 



2.00 PERFORMANCE 

GENE HAL STATEMENT OF PERfORMANCE AND RESULTING OUTCOME 



3.00 EXTENT 

GE NERAL STATEMENT OF EXTENT AND EXTENT OF RESULTI NG OUTCOME 

"i 
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0 



KXSOB N0» 



PROGRAM BUSINESS AND OFFICE 
OCCUPATIONS 



DIVISION 07 m^T^i ppnrBSfilNG 
UNIT 03 PVN^ 

TERMOB NO. 



5-^0^0 



1.00 CONDITION 



( ) 
( ) 
( ) 
( ) 
( ) 



1.01 
1.02 
1.03 
1.04 
1.05 



MARK-SENSED CARDS 
REPRODUCING PUNCH 
WIRED PANEL 
CARD TRAYS 
CARD HOLDERS 



2.00 PERFORMANCE 



rVMPRXli STATEMENT OF PERFORMANCE AND RE SULTING OUTCOME 
EMPLOYING THE FOLLOWING OPERATIONS: 



( ) 2.02 CONVERT WORK STATION FOR TASK 

( ) 2.03 LOAD PUNCH HOPPER WITH MARK-SENSED CARDS 

( ) 2.04 INSERT WIRED PANEL 

( ) 2.05 SET NECESSARY SWITCHES „^«,„*«„v»t^ 
) 2.06 VISUALLY CHECK PUNCHED CARDS FOR PROPER POSITIONING 
OF PUNCHED FIELDS 



3.00 EXTENT 



GENERAL STATEMENT OF EXTENT ^gP EXTENT OF RE SUL^ 

TT 3.01 c!iARDS PUNCHED TO APPkoVAL OF BOARD ur pP^^^^^^g*^^ ' 

^ ^ TO BE COMPLETED WITHIN 1 HOUR WITH EACH OPERATION 

JUDGED AS SATISFACTORY OR UNSATISFACTORY 



fT 3.62 MATERIALS POSITIONED FOR EFFICIENCY 

( V 3.03 CARDS NEATLY STACKED 

( ) 3.04 PROPERLY CONNECTED 

( ) 3.05 FOR DESIRED OPERATIONS 

( ) 3.06 ALL ERRORS LOCATED 
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ERIC 



MISOE NO. 



PROGRAM BUSINESS AND OFFICE . DIVISION 07 PftTft PRQCESSmg 



OCCUPATIONS 



USOE CODE NO(S) UNIT 03 PTTMf^H CARD 



TBRMOB NO. 5- 



1,00 CONDITION 



2.00 PERFORMANCE 

- GENERAL STATEMENT OF PERFORMANCE AND RES tlLTING OUTCOME 



3.00 EXTENT • 

r.PMKPAT. STATEMENT OF EXTENT AND EXTENT OF RBSTOTING OUTCOME 
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ttlSOS NO. 



PROGRAM BUSTUgSR AKTD OyPTCE 
nCfftJPATTnWS 



DiVtSlON 07 DATA PROCE SS TWO 
UNIT 04 CpMPUTER O PERa^TTDNs' 

TBRMOB NO. — 



5-091 



1.00 CpNDITION 



( ) 
( ) 
( ) 



l.OX 
1.02 
1.03 



BASIC OFFICE SUPPLIES (TABLE T-3) 
DISK PACK 
DISK DRIVE 



2.00 PERFORMANCE 



■if „ 



GENERAL STATEMENT OF PBRFORMkNCE AND RESULTING OUTCOME 
(5 270i MOUNT A DISK PACK ON A DISK DRIVE EMPLOYING THE 
FOLLOWING OPERATIONS: 



Tl 27or 

( ) 2.03 
( ) 2.04 



SET SWITCHES 
LOAD DISK PACK 
SET SWITCHES 



3.00 EXTENT 



f 



lENBRAL STATEMENT OF EXTENT AND EXTENT OF RESULTING OUTCOME 
-) 57oi DISK PACK IS MOUNTED ON DISK DRIVE TO APPROVAL OF BOARD 
OF EXPERT RATERS. TO BE COMPLETED WITHIN 5 MINUTES 
WITH BACH OPERATION JUDGED AS SATISFACTORY OR 
UNSATISFACTORY 



TT 3T02 SWITCHES AR^: SET CORRECTLY 
( ) 3.03 DISK PACK IS LOADED CORRECTLY 
( ) 3.04 SWITCHES ARB SET CORRECTLY 



ERIC 



23V 



MISOE NO. 



PROGRAM BUSINESS AND OFFICE 

OCCUPATIONS 

USOE CODE NO{S) 



DIVISION 07 
UNIT 04 
TERMOB NO. 



DATA PROCESSING 



5-091 



1.00 CONDITION 



2.00 PERFORMANCE 

r,ENERAL STATEMENT OF PERFORMANCE AND RESUI^TlNG OUTCOME 



3,00 EXTENT 

CRNERAL STATEMENT OF EXTENT AND EXTENT OF RESULTING OUTCOME 



:2m 



MISOE NO. - J 

y 

PROGRAM BUSINESS AND OFFICE DIVISION 07 PftT^ pRnCTSflTWn 

OCCUPATIONS 



UNIT 04 qOMPUTBR pPBPaTTCtW.ci 



TERMOB NO. 5.092 



1.00 CONDITION 



( ) 1.01 BASIC OFFICE SUPPLIES (TABLE T-3) 

( ) 1.02 MAGNETIC TAPE 

( ) 1.03 MA6NETIC TAPE DRIVE 



2.00 PERFORMANCE 



GENERAL STATEMENT OF PERFORMANCE AND RESULTING OUTCOME 
f-J 2.6i >iwuHT A REEL OF MAGNETIC TAPE ON A TAPE DRIVE EMPLOYINQ 
THE FOLLOWING OPERATIONS J 



Tl 2702 SET SWITCHES FOR LOADING 
( ) 2.03 LOAD REEL 
( ), 2.04 SET SWITCHES 

N 



3.00 EXTENT 



G ENERAL STATEMSl^T OF EXTENT AND EXTENT OF RESULTING OUTCOME 
~) Ol MAGNETIC TAPE REEL IS MOUNTED ON MAGNETIC TAPE DRIVE 
TO APPROVAL OF BOARD OP EXPERT RATERS. TO BE COM- 
PLETED WITHIN 5 MINUTES WITH EACH OPERATION JUDGED 
AS SATISFACTORY OR UNSATISFACTORY 

Tl 3,02 SWITCHES AR? SET OORRKCTLY ' 
( ) 3.03 REEL IS LOADED CORRECTLY 
( ) 3.04 SWITCHES ARE SET CORRECTLY 
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MISOE NO., 



PROGRAM BUSINESS ANl5 OFFICE DIVISION 07 HATA PROCESSING 

OCCUPATIONS 



USOE CODE HO(S) UNIT 04 COMPUTER OPERATIONS 



TERMOB NO. 5-092 



1,00 CONDITION 



2,00 PERFOP*«ANCB 

nWMERAL STATEMENT OF PERFORMANCE AND RESULTING OUTCOME. 



3.00 EXTENT 

OENERAL STATEMENT OF EXTENT AND EXTENT OF RESULTING OUTCOME 





ERIC 



MISOE NO 



PROGRAM BUSINESS AND OFFICE 
OCCUPATIONS 



DIVISION 07 ' D^yTA PRnnws.qTKrfi! 



UNIT ^ 
TESMOB NO. 



04 ry^MPTiTT-T? oppp&TTnMg 



l.OCT CONDITION 



( ) 1.01 BASIC OFFICE SUPPLIES (TABLE T-3) 

( ) 1.02 PUNCHED CARDS 

( )^ 1.03 CARD READER/PUNCH MACHINE 



2,00 PERFORMANCE 



GENERAL STATEMENT OF PERFORMANCE AND RESULTING OUTCOME 
T~5 2.01 LOAD CARD DECK IN CARD READER/PUNCH MACHINE EMPLOYING 
THE FOLLOWING OPERATIONS: 



( ) 2.02 SET SWITCHES 

( ) 2.03 LOAD PUNCHED CARDS 

( ) 2.04 SET SWITCHES 



3.00 EXTENT 



GENERAL STATEMENT OF EXTENT AND EXTENT OF RE^LT3:|iafeGUTC0ME 
7~5 5751 PUNCHED CARDS ARE LOADED IN CARD READERy^UNCH MACHINE 
TO APPROVAL OF BOARD OF EXPERT RATERS. TO BE 
COMPLETED WITHIN 2 MINUTES WITH BACH OPERATION 
JUDGED AS SATISFACTORY OR UNSATISFACTORY 



(') 3.02 SWIfCHBg ARB m gORREGTO 

( ) 3.03 PUNCHED CARDS ARE LOADED EVENLY 
( ) 3.04 SWITCHES ARE SET CORRECTLY 



E4i 



MISOE NO. 



PROGRAM BUSINESS AND OFFICE DIVISION 07 DATA PROCESSING 



OCCUPATIONS 



USOE CODE NO(S) UNIT 04 COMPUTER OPERATIONS 



TERMOB NO. 5-093 



1.00 CONDITION 



2.00 PERFORMANCE 

riEWERAL gTATEMENT^^F PERFORMANCE AND PKSULTING OUTCOME 



3.00 EXTENT 

RRNERAL STATEMENT OF EXTSNT AND EXTENT OP RESULTING OUTCOME 



\ 
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MxsoE mo. 



DIVISION 07 pi^Ti^ ppnppegTMn — 

UNIT 04 ^; 9^puTER o perations 

TBRMOB NO, 5-QQ4 



/I 



CONDITION 

( ) 1.01 REPilODUCING PtJNCH CONTROL p)^EL DIAGRAM 

( ) 1,02 CONTROL PANEL 

( ) 1.03 ASSORTED WIRES 




.00 PERFORMANCE 



G ENERAL STATEMENT OF PERFORMANCE AND RES ULTING OUTCOME 

XT 2-01 WIRE REPRODUCING PUNCH PANEL FROM WIRING DIAGRAM 

EMPLOYING THE FOLLOWING OPERATIONS:, 



XT 2.02 CONVERT WORK STATION TO TASK 

( ) 2.03 INSERT WIRES INTO PANEL AS INDICATED ON DIAGRAM 



3.00 EXTONT 



flWNE ftAL STATEMENT OF EXTENT AND EXTENT OF RESULT ING OUTCOME 

TT 3.01 PANEL IS WIRED TO APPROVAL OF BOARD OF EXPERT RATERS. 

' iro BE COMPLETED WITHIN 30 MINUTES WITH EACH OPERATION 
JUDGED AS SATISiACTORY OR UNSJ^TISFACTORY 



J~) 3T02 MATERIALS POSITIONED FOR EFFICIENCY 
( ) 3.03 CORRECTLY INSERTED 
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MIS5E NO. 



pi«3GRAM BUSINESS AND OFFICE DIVISION 07 ^1. DA TA PROC^SSIN G_ 

n.n. CnPE NO(S) — ™° "NIT 04 "OMPT.TER OPEKi^r XOM. 



TERMOB NO. 



1. 00 CONDITION 



2.00 PERFORMANCE I 

^PMl^PAT. aTATEMFMT OP PERFORMA NCE ANpVESULTINr, OUTCOME ,. 



3.00' EXTENT 

c>..TT.MBNT OF EX7^K,T Atan EXTENT OF PESTTT.TTNG OUTCOME 




2\.\ 



MISOE NO 



nnf^iiPATTows _ 



DIVISION 07 nATa ppnrfggTMri — 
UNIT 04 f^OMPtlTER n PEftATTONfi" 

TERHOB NO. , 5,095 



1.00 CONDITION 



( ) 



1.01 
1.02 
1.03 
1.04 



BASIC OFFICE SUPPLIES (TABLE T-3) 
PENCILS IN ASSORTED COLORS 

BLANK REPRODUCING PUNCH CONTROL PANEL DIAGRAM 
SUFFICIENT PROCEDURAL INFORMATION DESCRIBING THE 

iiOCATlONS OF THE SENDING FIELDS ON INPUT CARDS AND 
THE DESIRED LOCATION OF THE FIELDS ON THE OUTPUT 
CARD 



2 . 00 PERFORMANCE 



GENERAL STATEMENT OF PERFORMANCE AND RESULTING OUTCOME 
Tl 270i PREPARE REPRODUCING PXnTCH CONTROL PANEL DIAGRAITOB : 

STRAIGHT REPRODUCING OF CARDS EMPLOYING THE FOLLCT?: 

OPERATIONS : 



R 

ING 



Tl 2702 CONVERT WORK STATION FOR TASK 

( ). 2.03 INDICATE SENDING FIELD LOCATIONS 

( ) 2.04 INDICATE RECEIVING FIELD LOCATIONS 

( ) 2.05 INDICATE THE COMPARISON CHECK FOR EACH FIELD 



3.00 EXTENT 



GENERAL STATEMENT OF EXTENT AND EXTENT OF RESULTING OUTOOME 
( ) 3T0I CONTROL PANEL DIAGRAM IS PREPARED TO APPROVAL OF 



BOARD OF EXPERT RATERS. TO BE COMPLETED WITHIN 
1 HOUR VITH EACH OPERATION JUDGED AS SATISFACTORY t- 
OR UNSATISFACTORY 



( ) 3.02 MATERIALS POSITIONED FOR EFFICIENCY 

( ) 3.03 CODED CORRECTLY 

( ) 3.04 CODED CORRECTLY 

( ). 3.05 INDICATED CORRECTLY 



MISOE NO. 



PROGRAM ftTtgTMV.<i <a awn nvvTCV. 

OCCUPATIONS 

USOB CODE NO(S) 



1.00 CONDITION 



DIVISION 07 
UNIT 04 
TERMOB NO. 




pftT2^ PROCESSING 



f-!nMPtJTER Ot>ERATIONS 



5-095 



2*00 PERFORMANCE 

GENERAL STATEMENT OF PERFORMANCE AND RESUI.TING OUTCOME 



3.00 EXTENT 

GENERAL STATEMENT OF EXTENT AND EXTENT OF RESULTING OUTCOME 



248 
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MISOE NO. 



PROGRAM pq^T^iE^S AND OFFTCE 
nCCUPATTONS 



DIVISION 07 n&nr»& ppnnrccTKrri 
UNIT 04 ^HMPTTTPP riPTffP&TTnwg 

TERMOB NO. 5-0Q6 



,1.00 CONDITION 



( ) 
( ) 

( y 



Uoi 

1.02 
1.03 



BASIC OFFICE SUPPLIES 

KEYPUNCH 

BLANK CARDS 



( ) 1.04 PREPARED MULTIPLE CARD LAYOUT FORM 



2. 00 PERFORMANCE 



GENERAL STATEMENT OF PERFORMANCE AND RESULTING OUTCOME 

Tl 270i PUNCH STiaJDARD (PROGRAM I) AND ALTERNATE (PROGRAM II ) 

PR06RAM CARDS FOR KEYPUNCH PROGRAM DRUM EMPLOYING 

THE FOLLOWING OPERATIONS: 



( 



"2702 CONVERT WORK StIatION FOR TASK 

2.03 FEED BLANK CARD 

2.04 ENCODE CARD 

2.05 REINSERT CARD NOW PUNCHED WITH PROGRAM I 

2.06 ENCODE CARD 

2.07 TEST PROGRAMS USING SAMPLE DATA CARDS 



3.00 EXTENT 



ERIC 



GENERAL STATEIMENT OF EXTENT AND EXTENT OF RESULTING OUTCOME 
Tl ITOl PROGRAM CARPS ARE PUNCHED TO APPROVAL OF BOARD OF 
EXPERT RATERS. TO BE COMPLETED WITHIN 30 MINUTES 
WITH EACH STEP JUDGED AS SATISFACTORY OR 
UNSATISFACTORY 



Tl fTol MATERIALS POSITIONED FOR EFFICIENCY 

I ) 3.03 CARD FED • 

( ) 3.04 WITH PROPER CODES FOR PROGRAM I 

( ) 3.05 CORRECTLY INSERTED 

( ) 3.06 WITH PROPER CODES FOR PROGRAM II 

( ) 3.07 ALL ERRORS LOCATED 
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MISOE NO. 

DATA PROCESSING 
COMPUTER OPERATIONS 
5-096 



1*00 CONDITION 

tr&Q — PERF0R!4M«CE ■■ 

r;p.NERAT. STATEMENT OP PERFORMANCE AND RESULTING OUTCOME 



3.00 EXTENT 

GENERAL STATEMENT OF EXTENT AND EXTENT OF RESULTING OUTCOME 
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PROCSRAM BUSINESS AND OFFICE DIVISION 07 

OCCUPATIONS 

USOE CODE NO(S) UNIT 04 

— — TERMOB NO. 



ERIC 



HISOE MO. 



PROGRAM BtTRTWRSR ATJn nPfTClR 

nnriTPATTOWS — 



DIVISION 07 p^TA ppnrpggTwr! 
UNIT 

TERMOB NO. 



04 «^MPTTTP!P APWDaTTHMS 



1. 00 CONDITION 



( ) 1.01 BASIC OFFICE SUPPLIES (TABLE T-3) 
( ) 1.02 COMPUTER CONSOLE MACHINE 
( ) 1.03 INSTRUCTION WORK SHEET 



2.00 PERFORMANCE 



GENERAL STATEMENT OF PERFORMANCE AND RESULTING OUTCOME 
J~) 27oI LOAD PROGRAM THROUGH COMPUTER CONSOLE EMPLOYING THE 
FOLLOWING OPERATIONS: 



T~5 2702 SET SWITCHES 
( ) 2.03 KEY IN PROGRAM 



3.00 EXTENT 



GENERAL STATEMENT OF EXTENT AND EXTENT OF RESULTING OUTCOME 
f~5 3T01 PROGRAM IS LOADED INTO MEMORY TO APPROVAL OF BOARD OF 
EXPERT RATERS. TO BE COMPLETED WITHIN 2 MINUTES 
WITH EACH OPERATION JUDGED AS SATISFACTORY OR 
UNSATISFACTORY 



( ) 3.02 SWITCHES ARE SET CORRECTLY 

( ) 3.03 PROGRAM IS KEYED lH ACCORDING TO WORK SHEET INSTRUCTION 
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5 

ERIC ; 



MISOE NO. 



PROGRAM BUSI NESS AND OFFICE DIVISION 07 DATA P ROCESSING 

UNIT 04 COMPUf! 

TERMOB NO. 5-097* 



OCCUPATIONS 

OSOE CODE NO(S) UNIT 04 COMPUTER OPERATIolj^S 



1.00 CONDITION 
2.00 PERFORMANCE 



QENERAL STATEMENT OF PERFORMANCE AND RESULTING OUTCOME 



3.00 EXTENT 

GENERAL STATEMENT OF EXTENT AND EXTENT OF RESULTl'WG OUTCOME 
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ERIC 



MISOB NO. 



PPDGRAM BUSINESS AND OFFICE 
OCCUPATIONS 



DIVISION 07 D&TA PROCE.S.STNfl 
UNIT 04 rnMPUTER nPERATTONs" 

TERMOB NO. 



■ ?-Qg8., 



1.00 CONDITION 



( ) 1.01 BASIC OFFICE SUPPLIES (TABLE T-3) 
( ) 1.02 FORMS 

( ) 1.03 HIGH SPEED PRINTER MACHINE 



2.00 PERFORMANCE 



Q ENERAL STATEMENT, OF PERFORMANCE AND RESULTING OUTCOME 

2T^X — MOUNT FORMS IN HIGH SPEED PRINTER MACHINE EMPLOYING 

THE FOLLOWING OPERATIONS: 



TT O2 SET SWITCHES 
( ) 2.03 LOAfi FORMS 
( ) 2.04 SET SWITCHES 



3.00 EXTENT 



ftENTgRAL STATEMENT OF EXTENT AND EXTENT OF RESULTING OUTCOME 

•T) 3T0I FORMS fm MCUl^TED IN HIGH SPEED PRINTER MACHINE TO 

APPROVAL OF A BOARD OF EXPERT RATERS. TO BE COMPLETED 
WITHIN 5 MINUTES WITH EACH OPERATION JUDGED AS 
SATISFACTORY OR UNSATISFACTORY 



T~J 5.62 SWITCHES ARE SET CORRECTLY 

( ) 3.03 FORMS ARE LOADED AND POSITIONED CORRECTLY 
( ) 3.04 SWITCHES ARE SET CORRECTLY 
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erJo 



MISOE NO. 



PROGRAM BUSINESS AND OFFICE DIVISION 07 DATA P ROCESSING- 

OSOE CODE NO(S)r!=~z!=: ^Nl^ 04 C6M^UTER OIMjkATlONb 



TERMOB NO. 5^098" 



1.00 CONDITION 



2-.-00 — PER FORMANCE ^ 

GENERAL STATEMENT OF PERFORMANCE AND RESULTING OUTCOME 



3.00 EXTENT 

GENERAL STATEMENT OF EXTENT AND EXTENT OF RWaULTiNG OUTCOME 
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TABLE T>3 BASIC OFFICE SUPPLISS 
PENS 
^ PENCILS 
TYPEWRITER 
PAPER 

ASSORTED BUSINESS FORMS 
ENVELOPES 

COKKtiCTING TAPE > 

" correcting FLUia 7 

STAPLER 
TAPE" 
RULER ' 

i( 

LETi-ER opener 
TELEPHONE 0 DIRECTORY 
TELEPHONE 

assorts:/ kUBBEK STAMPS 
CHAIR 

PAPER CUTTER 
CARBON PAPER 
paper' CLIPS 
DICTIONARY 
ERASER 
PAPER PUNCH 

2{)3 



Tabls T-*4 Additional TERMOB Performance Statements 

I 



thi» form is provided for the addition of TERMOB performance 
statement* to ensure more con^lete coverage of your program. Please 
provide a comprehensive performance statement (coded 2*01 on each 
TERMOB) for each area of deficiency that you have identified. 

The petforraance statement need only be listed identified by 
the division and unit numbers of the deficient areas; the conditions 
and extents will be incorporated later, i 



1. Division Performance Statement^ 

Unit ... ^: 



2. Divisio n Performance Statement^ 
Unit . ... ■ 



3. Division Performance Statement 

Unit 



4. Division Performance Statement 

Unit 



5, Division Performance Statement 

Unit 



$. Division Performance Statement 

Unit . . '. . 



ERIC 



2. Divisio n Perfornumce Statement 
unit . 



3, Pivieion Performance Statement 

Unit ' ' , 



4. Division Performance Statement 

Unit I ' 



5. Divieion Performance Statement 
Unit 



6. Division Performance Statement 

Unit . ■ 



7* Divisio n Performanoe Statement 

Unit . . 



T-212 

2f)5 
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2J5G 

Table T-4 (Cont'd) Additional TERMOB Performance Statements 

Thi« form is provided for the addition of TERMOB performance 
statements to ensure more complete coverage of your program. Please 
provide a comprehensive performance statement (coded 2,01 on each 
TER!«)B) for each area of deficiency that you have identified, 

1!he performance statement need only be listed identified by 
the division and unit numbers of the deficient areas; the conditions 
and extents will be incorporated later. 



8. Division 



Perfotmance Statement 



Unit 



9. Division^ 
Unit 



Performance Statement 



10. Divi8ion_ 
Unit 



Perfoirroance Statement 



11. Division^ 
Unit 



Perfoirmance Statement 



12. Division, 
Unit 



Performance Statement 



13. Division^ 
o 

ERIC 



Perforxft^ce statement 



Unit 



9. Divisio n Performamce Statement 

Unit 



10. Division Performance Statement 

Unit 



Performance Statement 



11. Division 
Unit 



12. Division ' Performance Statement 

Unit 



13. Division Performance Statement 

Unit 



14, Division Performance Statement 

Unit 



ERIC 



T-213 

21)7 



PROGRAM: . 
TERMOB MO. 
20-001 

20-002 

20-003 

20-004 

20-005 



INDEX OF. TERMOB STATEMENTS ' 
BUSINESS AND OFFICE OCCUPATIONS 



TYPE A BUSINESS LETTER FROM HANDWRITTEN 
COPY, lU BLOCK FORM 

TYPE A BUSINESS LETTER FROM HANDWRITTEN 
COPY, IN MODIFIED BLOCK FORM 

TYPE A STATISTICAL REPORT FROM HANDWRITTEN 
COPY 

TYPE A SHORT MEMO FROM HANDWRITTEN COPY 
WITH 3 CARBON COPIES 

TYPE THE COMPANY NEWSPAPER INTb TWO 



PAGE 
T-12 

T-14 

T-16 
T-18 
T-20 



ERIC 



20-006 

20-007 

20-008 . 
20-009 

20-010 

2d-011 

20-012 

20-013 
20-014 

20-015 
20-016 
20-017 
20-018 
20-019 
20-020 
20-021 



COLUMN FORM 

TYPE A SHORT 1/2 PAGE BUSINESS LETTER 

IN SEMIBLOCK FORM DIRECTLY FROM DICTATION 



TYPE A 50 WORD TELEGRAM DIRECTLY FROM -| 
DICTATION 

TYPE A SHORT MEMO DIRECTLY FROM DICTATION ^ 

COMPOSE A COLLECTION LETTER AT THE 
TYPEWRITER ASSUMING THE CUSTOMER HAD 
FORGOTTEN TO PAY 

COMPOSE A COLLECTION LETTER AT THE 
TYPEWRITER ASSUMING THE CUSTOMER WILL PAY 
ONLY IF HE IS MADE TO PAY 

TYPE A SHORT 6 ITEM PURCHASE ORDER IN" 
DUPLICATE 

TRANSCRIBE EXPENSE REPORT TO TYPEWRITTEN 
FORM IN DUPLICATE 

TYPE A PROPERTY TRANSFER DEED IN DUPLICATE 

TYPE LEGAL AGREEMENT PROM HANDWRITTEN 
COPY WITH^TWO COPIES 

PREPARE A LEGAL BACK 

PROOFREAD ROUGH DRAFT MARKING ALL ERRORS 
PERFORM ROUTINE MAINTENANCE ON TYi>EWRITER 
MAKE A STENCIL 

MIMEOGRAPH 10 COPIES OF STENCIL 
DUPLICATE 10 COPIES OP MASTER 
DUPLICATE 10 COPIBS OP ORIGINAL 



iiiiiialiliiliiiiliiilii 
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T-22 

T-24 

T-26 
T-28 

T-30 

T-32 

T-34 ^ 

T-36 
T-38 

T-40 
T-42 
T**44 
T-46 
T-48 
T-50 
T-52 



20-005 TYPE THE COMPANY NEWSPAPER INTO TWO T-20 
COLUMN FORM 

20*006 TYPE A SHORT 1/2 PAGE BUSINESS LETTER T-22 
IN SEMIBLOCK FORM DIRECTLY FROM DICTATION 

20-007 TYPE A 50 WORD TELEGRAM DIRECTLY FROM T-24 
DICTATION 

20-008 TYPE A SHORT MEMO DIRECTLY FROM DICTATION T-26 

20-009 COMPOSE A COLLECTION LETTER AT THE T-28 
TYPEWRITER ASSUMING THE CUSTOMER HAD 
FORGOTTEN TO PAY 

20-010 • COMPOSE A COLLECTION LETTER AT THE T-30 
^ ^ TYPEWRITER ASSUMING THE CUSTOMER WILL PAY 
^ d&m IF HE IS MADE TO PAY 

20-011 TYPE A SHORT 6 ITiST PURCHASE ORDER IN T-32 
DUPLICATE 



20-012 TRANSCRIBE EXPENSE REPORT TO TYPEWRITTEN T-34 > 
FORM IN DUPLICATE 

20-013 TYPE A PROPERTY TRANSFER DEED IN DUPLICATE T-36 

20-014 TYPE LEGAL AGREEMENT FROM HANDWRITTEN T-38 
COPY WITH TWO COPIES 

20-015 PREPARE A LEGAL BACK T-40 

20-016 PROOFREAD ROUGH DRAFT MARKING ALL ERRORS T-42 

20-017 PERFORM ROUTINE MAINTENANCE ON TYPEWRITER T-44 

20-018 MAKE A STENCIL T-46 

20-019 MIMEOGRAPH 10 COPIES OF STENCIL T-48 

20-020 DUPLICATE 10 COPIES OF MASTER T-50 

20-021 'duplicate 10 COPIES OF ORIGINAL T-52 

20-022 SOLVE PROBLEMS ON ADDING MACHINE (FULL KEY) T-54 

20-023 SOLVE PROBLEMS ON ADDING MACHINE (10 KEY) T-56 

20-024 SOLVE PROBLEMS ON CALCULATOR T-58 

20-025 TRANSCRIBE SHORT MEMO FROM" TAPE TO T-60 
TYPEWRITTEN FORM 

T-215 
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PROGRAM: 

TERMOB NO. 

20-026 

20-027 

20-028 

20-029 

20-030 

20-031 

20-03? 

20-033 

20-034 

20-035 

20-036 

20-037 

20-038 
20-039 
20t040 

20-041 
20-042 

20-043 
20-044 
20-045 
20-046 

20-047 
20-048 
20-049 
20-050 
20-051 



INDEX OF TERMOB STATEMENTS 
BUSINESS AND OFFICE OCCUPATIONS 

POST INVOICE iTEMS TO ACCOUNT CARDS 
EXTEND SERVICE TO TELEPHONE CALLER 
PLACE A TELEPHONE CALL 
RECEIVE CALLER WITHOUT AN APPOINTMENT 
RECEIVE CALLER WITH COMPLAINT 
PREPARE MAIL TO BE SENT OUT 
DISTRIBUTE MAIL 

EXTEND SERVICE TO CUSTOMER (CASH) 
EXTEND SERVICE TO CUSTOMER (CREDIT) 
STENOGRAPH SHORT BUSINESS LETTER 
STENOGRAPH REPORT 

TRANSCRIBE SHORT BUSINESS LETTER TO 
TYPEWRITTEN FORM 

TRANSCRIBE REPORT TO TYPEWRITTEN FORM 
PREPARE A PAYROLL REGISTER 



POST PAY INFORMATION TO EARNINGS 
RECORD FOR EACH EMPLOYEE 

POST DATA PROM VARIOUS JOURNALS TO 
APPROPRIATE ACCOUNTS IN LEDGER 

POST DATA FROM GENERAL JOURNAL TO 
APPROPRIATE ACCOUNTS IN LEDGER 

FILE ITEMS GEOGRAPHICALLY 

PILE ITEMS ALPHABETICALLY 

FILE ITEMS NUMERICALLY 

FILE ITEMS ALPHABETICALLY BY SUBJECT 
WITH A RELATIVE INDEX 

SET UP PETTY CASH SYSTEM 

MAINTAIN PETTY CASH SYSTEM 

DISBURSE A CHECK 

BALANCE A CHECKING ACCOUNT 

RECORD DATAtlN GENERAL JOURNAL 



PAGE 
T-62 
T-64 
T-66 
T-68 
T-70 
T-72 
T-74 
T-76 
T-78 
T-80 
T-82 
T-84 „ 

T-86 
T-88 
T-90 

T-92 

T-94 

T-96 
T-98 
T-lOO 
T-102 

T-f3l 

T-106 
T-108 
T-liO 



20-031 
20r032 
20-033 
20-034 
20-035 
20-036 
20-037 

20-038 
20-039 
20-040 

20-041 
20-042 

20-043 
20-044 
20-045 
20-046 

20-047 
20-048 
20-049 
20-050 
20-051 
20-052 
20-053 

20-054 



PREPARE MAIL TO BE SENT OtIT 
DISTRIBUTE MAIL 

EXTEND SERVICE TO CUSTOMER (CASH) 
EXTEND SERVICE TO CUSTOMER (CREDIT) 
STENOGRAPH SHORT BUSINESS LETTER 



STENOGRAPH REPORT 

TRANSCRIBE SHORT BUSINESS LETTER TO 
TYPEWRITTEN FORM 

TRANSCRIBE REPORT TO TYPEWRITTEN FORM 
PREPARE A PAYROLL REGISTER 

POST PAY INFORMATION TO EARNINGS 
RECORD FOR EACH EMPLOYEE 

POST DATA FROM VARIOUS JOtJRNALS TO 
APPROPRIATE ACCOUNTS IN LEDGER 

POST DATA FROM GENERAL JOURNAL TO 
APPROPRIATE ACCOUNTS IN LEDGER 

FILE ITEMS GEOGRAPHICALLY 

FILE ITEMS ALPHABETICALLY 

FILE ITEMS NUMERICALLY 

FILE ITEMS ALPHABETICALLY BY SUBJECT 
WITH A RELATIVE INDEX 

SET UP PETTY CASH SYSTEM 

MAINTAIN PETTY CASH SYSTEM 

DISBURSE A CHECK 

BALANCE A CHECKING ACCOUNT 

RECORD DATA IN GENERAL JOURN^iL 

RECORD DATA IN APPROPRIATE JOURNALS 

POST DATA FROM GENERAL JOURNAL TO 
APPROPRIATE ACCOUNTS IN LEDGER 

POST DATA FROM VARIOUS JOURNALS TO 
APPROPRIATE ACCOUNTS IN LEDGER 



T-216 
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T-72 

T-74 

T-76 

T-78 ' 

T-80 

T-82 

T-84 

T-86 
T-88 
T-90 

T-92 

T-94 

T-96 
T-98 
T-lOO 
T-102 

'T-104 
T-106 
T-1^8 
T-110 
T-112 
T-114 
T-116 

T-118 
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INDEX Ol:' TERMOB STATEMENTS 
PROGRAM: BUSINESS AND OFFICE OCCUPATIONS 

TERMOB NO . ^^^E 

20-055 TAKE A TRIAL BALANCE ON 8 GENERAL T-120 

LEDGER ACCOUNTS 

20-056 PREPARE A FINANCIAL STATEMENT WORKSHEET T-122 

20-057 PREPARE OWNER'S EQUITY STATEMENT FOR T-124 

SOLE PROPRIETORSHIP 

20-058 PREPARE INCOME STATEMENT T-126 

20-059 PREPARE A BALANCE SHEET T-128 

20-060 MAKE A CLOSING ENTRY T-130 

20-061 PREPARE GENERAL LEDGER ACCOUNTS FOR T^132 

RULING AND BALANCING 

20-062 RULE AkD BALANCE ACCOUNTS T-134 

20-063 MAKE ADJUSTING ENTRIES IN GENERAL JOURNAL T-136 

20-064 PREPARE A POST-CLOSING TRIAL BALANCE ON T-138 

8 LEDGER ACCOUNTS 

5-065 PREPARE STANDARD CARD LAYOUT FORM T-140 

INDICATING DATA FIELDS 

5-066 MAKE A PRINTER LAYOUT CHART T-li^2 

5-067 CONSTRUCT A FLOWCHART FOR A PROGRAM TO T-14/4^ 

CALCULATE THE SUM OF ANY NUMBER OF ^ 
INPUT VALUES 

5-068 CONSTRUCT A FLOWCHART DESCRIBING GETTING T-14 6 

A HAIRCUT 

5-069 CONSTRUCT A SYSTEM FLOWCHART DESCRIBING T-148 

PAYROLL COMPUTATIONS 

5-070 CONSTRUCT A PROCESS FLOWCHART DESCRIBING T-150 

PAYROLL COMPUTATIONS 

5-071 CODE PAYROLL FLOWCHART AND PRINTER T-152 

SPACING CHART TO RPG CODING SHEETS 

5^072 CODE ASSEMBLY LANGUAGE PROGRAM TO ' T-154 

CALCULATE PAYROLL 

5-073 CODE FORTRAN LANGUAGE PROGRAM TO T-156 

CALCULATE PAYROLL 

5-074 CODE COBOL LANGUAGE BROGRAM TO T-158 

CALCULATE PAYROLt 

« 

5-075 CODE RPG LANGUAGE PROGRAM TO CALCULATE T-160 



20-059- PREPARE A BALANCE SHEET T-128 

20-060 MAKE I A CLOSING ENTRY T-130 

( - " 

20-061 PREpIrE general LEDGER ACCOUNTS FOR T-132 

RULING AND BALANCING 

20-062 rule! AND BALANCE ACCOUNTS T-134 

20-063 MAKE I ADJUSTING ENTRIES IN GENERAL JOURNAL T-136 

20-064 PREJ^IrE a POST-CLOSING TRIAL BALANCE ON T-138 

8 LEDGER ACCOUNTS 

5-065 PREPARE STANDARD CARD LAYOUT FORM T-14 0 

INDICATING DATA FIELDS 

5-066 make! A PRINTER LAYOUT CHART T-142 

5-067 CONSTRUCT A FLOWCHART FOR A PROGRAM TO T-144 

CALCULATE THE SUM OF ANY NUMBER OF 
INPUT VALUES 

5-068 CONSTRUCT A FLOWCHART DESCRIBING GETTING T-146 

A HAIRCUT \ 

5-069 CONSTRUCT A SYSTEM FLOWCHART/ DESCRIBING T-148 

PAYROLL COMPUTATIONS 1 

5-070 CONSTRUCT A PROCESS FLOWCHART DESCRIBING T-150 

PAYROLL COMPUTATIONS 

5-071 CODE PAYROLL FLOWCHART AND PRINTER T-152 

SPACING CHART TO RPG CODING SHEETS 
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